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Office Equipment Retailer Uses Cycle Billing 





says the new 
0a. PAGE GAGE 





“only 2% inches from the bottom of the sheet” 





PAGE GAGE WARNS 
PAGE GAGE alone saves retyping hun- wy TYPIST when she is 


dreds of pages a month. It saves station- me a as sn Soe 
ery, time — and tempers. ier > a ee 
New Super-Support Segment permits oe a pean 
an all-new luxury “write” no other type- get 
writer can match. New 4-Way Ribbon 
= Control, new Scale Scope, Error Con- 
trol, Automatic Margin, Colorspeed Key- 

| board and many more. 


ONLY SMITH-CORONA 
HAS [T ! 


Call any Smith-Corona branch office 
or dealer for a demonstration. 


Smith-Corona 


OFFICE TYPEWRITER 


LC SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 NY Canadian factory and offices, Toronto, Ontario. Makers 
also of famous Smith-Corona Portable Typewriters, Adding Machines, Vivid Duplicators, Ribbons and Carbons. 
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Hold on a second—I've got it right here! 


Here’s one executive who isn’t caught 
without the facts when something big is 
in the making. He’s taking no chances on 
missing a sale or damaging customer re- 
lations because of delay in locating cor- 
respondence or other records. 


That’s why he likes his new Shaw-Walker 
filing system. For it has been “time-engi- 
neered” to assure split-second finding. 

Ever since 1899 Shaw-Walker has been 


Finding is fast because papers ~___~ “4 


are automatically classified as 
to importance... top-ranking 
customers, active correspond- 
ents and infrequent corres- 
pondents. 


Mistake-proof guide headings 
eliminate figuring and guessing. 


Wiiie for FREE 
COMLET 


“Buik Like ® 
raper” 


office time. A w 
tems and equi 


GHAW-WALKER 


helping American business by simplifying 
office work. This experience is yours for 
the asking—to speed your record keeping 
or to time-economize every office operation. 


Shaw-Walker makes everything for the 
office — except machines—chairs, desks, 
Fire-Files, filing cabinets, loose-leaf and 
payroll equipment—each “time-engineered” 
to help make the most of every minute, 
every working day. 


Positive control over all papers 
out-of-file, and simple automatic 
follow-up of letters in file. 


This is only one of Shaw-Walker’s 
eight “time-engineered”’ finding 
systems for records of any kind, 
whether in one drawer or 1,000. 


The booklet, ‘‘Time and Offite Work,’’ is packed with ideas for stretching 
th of information on “‘time- 


ineered’”’ office sys- 


36 pages! Many color illustrations! Write 


pment. 
today on business letterhead to: Shaw-Walker, Muskegon 40, Michigan 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 
Largest Exclusive Makers of Office Furniture 





and Filing Equipment in the World 








she’s 
putting on 
weight... 
and 
loves it! 


Today the good secretary’s responsibilities 
are heavier than ever. But SoundScriber 
helps cut her burden down to size! 
By streamlining her working day... 
saving precious hours of personal 

dictation ... giving her more time 


for more important work. 


Really good secretaries . . . and 
they’re scarce today ... deserve the 
increased freedom and opportunity of 
SoundScriber. No other dictating 
equipment pays such rich dividends 
in efficiency, lessened nervous 
strain and fatigue. For further 
information, write Dept. O-6, 
The SoundScriber Corp., 


New Haven 4, Conn. 


JOUND/SCRIBER 


First All Electronic Dictating System * First Disc Dictating Equipment 


230 Sales and Service Centers Coast to Coast 
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3 girls—full day 
1 girl—one hour 


a | 


—- 
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The monthly bulletin was a fine idea, but 
raised a problem in the office. It took three 
girls a full day to fold the bulletins, when 
they were needed for other jobs ... Now, a 
PB Office Folding Machine, and one girl, 
double-folds the 6,000 copies in less than 


an hour! 


Even if you don’t have much to fold, or 
don’t have it often, this Office Folding Ma- 
chine easily earns its cost. 

This new PB office utility can be used by 
anybody after a few minutes instruction...is 
quickly adjustable, with the exclusive “Dial- 


= PITNEY-BOWES 


Folding 
Machine 


Leading makers of mailing machines 
--- Offices in 93 cities. 


a-Fold.”’ Material is fed and removed from the 
same end, no bending or walking required. 

Fully automatic and very fast... it makes 
eight basic folds, works with sheets from 
3x32 to 11x24 inches... will put two parallel 
folds in a letter-size sheet at 10,000 per hour. 
It takes little working space, can be easily 
stored when not in use. And it saves enough 
payroll hours to be a real economy. 

It’s precision-built by Pitney-Bowes, lead- 
ing maker of postage meters, sold and serviced 
Call 
the nearest PB office for a demonstration, or 


from 93 offices in US and Canada... 
send the coupon! 

PITNEY-BOWES, Inc., 

3435 Pacific St., Stamford, Conn. 

Send free booklet on Folding Machine to: 


Name 





Firm 





Address 
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ECAUSE of the firm’s record of 

growth, the engineering department 

of Minnesota Mining & Mfg. Co. 
knew that what is functional today 
could become obsolete tomorrow, so their 
new office building had to be expand- 
able, flexible and mobile—if it were 
to be functional. The building now 
has a basement and five stories. Two 
additional stories can be added. The 
building is 313 ft. by 113 ft. with ap- 
proximately 185,000 sq. ft. of usable 
space in a gross area of 213,000 sq. ft. 
It is of reinforced concrete construc- 
tion faced with Indiana limestone. Each 
story has a clear height of 10 feet. and 
there is an additional 3 ft. of concealed 
space for air conditioning ducts, piping 
and other services.- 

Each floor is divided into two large 
areas by one central corridor. Within 
each of these two wings, there are no 
supporting or permanent dividing walls. 
Office areas and conference rooms are 
divided by movable Hauserman parti- 
tions. In some places the space be- 
tween the top of partitions and the ceil- 
ing has been filled in with tile. There 
are acoustical ceilings throughout ex- 
cept in locker rooms and washrooms. 
Floors are asphalt tiled throughout ex- 
cept the basement and first floor; the 
latter has corridors floored with terraz- 
zo and tile. Paint colors on plastered 


exterior walls vary in pleasing combina- 
tions of blues, grays, yellows, browns, 
reds and greens. Underfloor electri- 
eal and telephone ducts are installed on 
5-ft. centers running lengthwise on all 
floors. Suspended ceilings contain trof- 
fered fluorescent fixtures designed to 
deliver 60 footeandles but actually pro- 
viding 75 footcandles. 

Mobility was achieved by reducing 
and, in some cases, eliminating causes 
of congestion. Every effort was made 
to reduce inter-floor traffic by making 
each floor self-sufficient from a_ service 
viewpoint. There are locker “rooms, 
lounges and toilets for men and women 
on each floor with cigarette and candy 
vending machines. Each wing has its 
own timeclock. 

To handle necessary interfloor traf- 
fic, three fully automatic Otis pas- 


Mining 
& Mig. Co. in 
St. Paul 











From top to bottom: The billing 

department, internal auditing 

department, and credit depart- 

ment in the new office building 

of Minnesota Mining & Mfg. 
Co., St. Paul. 














The office partitions shown 
at rear of photo at right are 
movable. The excellent light- 
ing makes desk lamps un- 
necessary. 














Employee cafeteria 
seating 650 in the 
basement of the new 
3M _ office building. 


senger elevators home on the ground 
floor in the morning and at the end of 
the lunch period. Elevators home at 


the top floors at the start of the lunch 
period and at the end of the work day, 


roam during off-peak hours. The ele- 
vators are located in the central cor- 
ridor off which the basement cafeteria 
and all locker rooms, lounges and toilets 
are located on other floors. The freight 
elevator is away from passenger traf- 


fic, based at the first floor receiving 
room which opens on a freight dock 
with its own parking lot and driveways. 
The freight elevator carries supplies to 
each floor while a vertical conveyor 
moves mail to and from each floor. 
There is provision for an additional pas- 
senger elevator to serve the two addi- 
tional floors which can be added. 
Since the vast majority of employees 
have no visitors, steps were taken to 


At left: Harold F. Larson, St. Paul branch office manager, and Garland E. Odlaug, assistant 
office manger, in the records storage vault. At right: The sales offices on the second floor. 




















THIN 
PAPERS 


Reduce 
MAILING 
eesiie 
FILING 
Costs. 


Use 


morec Kk 


Tein PAPERS 


p- Nha \/ Coat esto) ote! 
Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 
Thin-Opaque 


SEND FOR SAMPLES 


ESLEECK 


Con etbbcoconttt a bete ml Oroseed olesehiy 


Turners Falls, Mass. 


prevent mingling of foreign and loca 
traffic. Departments having many vis- 
itors are located to provide a mini- 
mum of disturbance to other depart- 
ments. The clerical employment office 
and the payroll department on _ the 
ground floor share a separate entrance. 
The purchasing department is on the 
first floor adjacent to the main corri- 
dor leading directly from the reception 
lobby. 

Departments housing IBM tabulating 
machines and other equipment tending 
to raise the noise level have acoustical 
walls as well as ceilings. <A belt con- 
veyor transfers tabulating cards from 
one point to another. All windows are 
Pittsburgh Plate Glass Co. Twindows 
and the south elevation has aluminum 
projections over the windows to shade 
offices in the summer. A _ continuous 
track is provided for window washers. 
Mechanical equipment is located at each 
end of the basement with the rest of 
this area being a records storage vault 
of 7,500 sq. ft., kitchen and cafeteria 
seating 650. There are four enclosed 
fire stairs and a sidewalk heating sys- 
tem to remove ice and snow. The first 
floor corridor has display space for 
company products. 


Aiding in the building's design were Hoyt R. 

Cass, lighting engineer for Ellerbe & Co., 

architects; C. P. Pesek, 3M vice president in 

charge of engineering and properties; Thomas 

F. Ellerbe and Hans J. Wessel, 3M executive 
engineer. 
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Now! 


A really big difference 
in continuous typing! 


Standard’s new Automatic Line Finder 
makes “vertical tabbing’”’ automatic! 


Can you imagine typing invoices with no 
tab stops to position the carriage hori- 
zontally? Hardly! 

But what about vertical “tabulating?” 
Do your machine operators have to wind 
the platen knob to advance continuous 
forms to the next writing. space — or to 
start a new form? There’s no need for 
this loss of time! 

Standard Register’s Automatic Line Finder 
acts as a “‘vertical tabulator’”’ 

With Standard Register’s exclusive 


Automatic Line Finder and Kant-Slip 
continuous forms, the operator simply 
pulls the lever—and the forms automati- 
cally advance (skipping any unused form 
areas and heading) to the next predeter- 
mined writing line! She doesn’t need to 
look at the form—she can keep typing, 
knowing the form is in the proper posi- 
tion. It makes truly continuous operation 
possible! For more facts, phone Stand- 
ard Register in your city. Or write us at 
506 Campbell St., Dayton 1, Ohio. 


STANDARD REGISTER 


labor-Saving Business Forms and Devices 


ORIGINATORS OF MARGINALLY-PUNCHED CONTINUOUS FORMS 


Tue Orrice—June, 1952 


ll 


eee eneieraencanesnenenenreetnennaemten 


nan 











an electronic digital general purpose accounting computer that 
solves in seconds problems now taking you days to do! 


This “brain” never forgets—informa- 
fion stored on computer's magnetic 
Memory drum is available forty times 
very second...making possible 
fightning-fast calculations. 


Data is filled into the computer au- 
tomatically by use of a Flexowriter 
punched paper tape. A “‘library’’ of 
standard programs (instructions for 
different calculations) can be stored 
on tape and filed for future use. 


Tedious, time-consuming problems involving pay- 
roll accounting, perpetual inventory control, complex 
labor distribution, insurance accounting, etc., can 
now be completed in seconds automatically! 


The CADAC 102-A is an improved version of the 
CRC 102. Data can be quickly and easily fed into the 
computer manually by a standard ten-key keyboard, 
automatically by a punched paper tape, or by stand- 
ard tabular and punched card equipment if desired. 
After the computer has carried out the lightning-fast 
calculations, the results are automatically typed by 
the Flexowriter typewriter. 


Both input and output equipment uses the decimal 
number system and can be operated by the average 
accounting office personnel with but little training. 

These features, plus the small size, high reliability, 
low cost, and minimum maintenance, make it the 
ideal computer for the accounting office. 


New low-cost financing plan now available. 


The CADAC 102-A can be purchased outright at 
a relatively low initial cost, financed by monthly pay- 
ments, or leased with an option to buy. Write today 
for illustrated brochure and complete financing 
information. 


CORPORATION 





“SS” —s- 3348 W. El Segundo Bivd., Hawthorne, California 
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Financial Executives’ 


Duties Have Changed 


CTIVITIES of the corporate finan- | 


cial department go far beyond ac- 

counting and bookkeeping, accord- 
ing to a study of the duties of financial 
executives prepared by the National 
Industrial Conference Board. Financial 
groups concern themselves with budgets, 
inventories, governmental regulations, 
insurance, taxes, pensions and many di- 
verse items. The development of mod- 
ern manufacturing techniques has re- 
sulted in an inerease in the size and 
complexity of industrial units. Mount- 
ing government intervention has added 
to the difficulties of doing business. A 
third factor has been the growth of 
public financing of business. 

Increased need for internal control; 
for relieving some of the pressures on 
the treasurer and for providing checks 
and balances within the financial or- 
ganization have combined to give 
the controllership function increased 
stature. Several manufacturers who 
cooperated in this study have set up a 
separate controller’s section but many 
companies still have not separated the 
two functions. In these latter cases the 
treasurer is usually the top financial 
man and, if a controller exists, he is 
subordinate to the treasurer and _per- 
forms functions delegated to him by 
the treasurer. 

The controllership function of de- 
veloping and interpreting control in- 
formation is now performed in “almost 
every financial department” in industry. 
Although industry is agreed upon the 
necessity for control, there is still a 
diversity of opinion regarding the re- 
sponsibility of carrying it out. In some 
instances it is performed by a_ eon- 
troller responsible only to the presi- 
dent or board of directors of the com- 
pany. In others, the controller is mere- 
ly a member of the treasurer’s staff, 
while in still other companies, controller- 
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Amazing New Method for 
Making Graphic Charts 


Simpler © Quicker @ Better! 


Professional Charts can be made 
quickly, economically by you, your 
secretary, or any member of your staff 
—by the 


CHART-PAK METHOD 


Here's all you do: On a Chart-Pak 
board, plan the kind of chart you 
want. Select the proper Chart-Pak 
materials. A little finger pressure and a 
little typing do the rest. That's all 
there is to it. Your chart is ready for 
presentation or reproduction. 


And Note This: Any portion of your 
Chart-Pak chart can be quickly 
changed or corrected at any time. 
What could be more economical? 


ATTACH TO YOUR LETTERHEAD 


Send me descriptive brochure on the Chart- 
Pak Method for Statistical Charts [] Organ- 
ization Charts [] Office Layouts [] 104-8 


CHART-PAK, INC. 


104-8 Lincoln Ave., Stamford, Conn. 
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ship functions are performed entirely 
by the treasurer. 

The treasurer’s responsibility formerly 
yas to oversee the inflow and outgo of 
all monies, with custody and account- 
ability for all cash and securities owned 
or controlled by the organization. As 
business became more complex, the func- 
tions connected with the position grew 
and the job was broken down to sep- 
arate the custody function from that 
of maintaining a check on financial ac- 
tivities. Where formerly the treasurer 
had been top financial man, today he 
is one of a group of executives deal- 
ing with fiseal policies and problems. 
He is often subordinate to a vice presi- 
dent for finance and in many instances 
his position is on an organizational 
level with that of controller. Although, 
in many cases, the treasurer is still re- 
sponsible for controllership activities in 
addition to his treasury duties, basically 
his functions are concerned with: cus- 
tody, cash and banking, credit and 
claims and financial management. 


Some larger companies have added 
a vice president of finance to whom both 
treasurer and controller report. He in 
turn is responsible to the president 
and/or the board of directors. In a 
few, activities of the treasurer and con- 
troller are supervised directly by a 
finance committee of the board of direc- 
tors. 

Functions of the chairman of the 
finance committee and the vice president 
of finance are similar in most instances. | 
Their duties are largely on the policy- | 
making level and they take part in 
specific financial transactions only when 
large sums of money are involved. They 
formulate and administer financial and 
accounting policies and assist manage- 
ment in making overall company policy. 
They usually direct research into present 
and future economic conditions and 
recommend changes in policies and op- 
erations. They counsel and collaborate 
with other management executives on 
financial subjects. They are responsi- 
ble for directing and coordinating activi- 





how do YOU collate! 


Are the 
familiar? 


scenes at the left 


One girl at the Thomas Colla- 
tor pictured can match the 
production of as many as four 

girls ‘‘gathering"’ manually. 


If this saving interests you, 
please write us for brochure 


"O-4" and the full story. 


Thomas (ollaseus 


specialists in 
30 Church Street » New York 7 ¢ Digby 9-2270 


paper gathering 
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CLEAN WAITING ROOMS .. One of the fine points 


in making fine paper is to make sure that each mixture of rag and 
pulp is exactly to formula ... never contaminated by mixture with the 
residue of stock stored from the previous run. What’s more, the 
propeller blade you see here, keeps waiting stock thoroughly mixed 


— “* Fine Paper at its BEST! 


Papi bs 
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°: . 
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Ris Si t 


If you're interested in letterheads, you should be receiving Rising’s “‘New Letterheads of the Month" mailing . . . 
Just write “Office Service.” 


Fine Paper at its BEST. . Jags My 
~ 4A 
comes to you from the Rising Mill ar 2.“ in the scenic Berkshires 


RISING (100% Rag) PARCHMENT * NO. 1 (100% Rog) INDEX * RISING (25% Rag) BOND 
PLATINUM PLATE (25% Rag) * LINE MARQUE f25% Rag) * INTRALACE TEXT 
HILLSDALE (25% Rag) VELLUMS AND BRISTOLS * WINSTED VELLUMS AND BRISTOLS 

Rising Paper Company, Housatonic, Mass. 





ities of personnel within their province. 

U0 nell} Financial executives frequently serve 

in other corporate capacities such as 

president, general managers, vice presi- 

dents, directors and secretaries. Also, 

in many instances, as members of vari- 

pon committees and sometimes as chair- 

man of certain committees. Chairmen 

‘ot finance committees are almost with- 

lout exception members of the board of 

ON YOUR OFFICE TEAM directors since the committee is gener- 
. ' ally composed entirely of directors. The 

i FRASERSTIE Ps ‘financial vice president is also usually 
“s \a member of the board and frequently 
= |serves as a member of the executive, 

7077 and i | pe nsion, appropriations and salary com- 
70778 DAM |mittees. Sometimes he serves on the 


finance policy, operating or management, 
; sales planning, new products and con- 
For Pencil and tributions committees. 
Carbon Paper 
Marks. 





The treasurer typically is a member 
of the board and often serves as cor- 
porate secretary and as a member of 
the exeeutive, pension and salary com- 
mittees. Frequently he serves as a vice 
president of the company and on the 
The All-American finance, appropriations, new products, 
office team of sales planning and management, and op- 
COLUMBUS 1492 fim |crating committees; also often serves on 
pencil and wood- the purchasing, tax, insurance, credit, 
encased EraserStik research and suggestion committees. Al- 
7099 ond 70998 , though the controller is generally an 
elected or appointed officer of the 
corporation (there were only a few in- 
stances where he was not an officer) he 
is not always a member of the board of 
directors. 

Financial executives are frequently 
assigned duties and responsibilities not 
ordinarily considered financial fune- 
tions. The most frequent of such as- 
signments are: purchasing, traffic man- 
agement, participation in collective bar- 
gaining, personnel administration and 
jadministration of pension plans. 

The financial department of today 
takes a much more active role in the 
|operations of the company than did its 
‘counterpart of several decades ago, ac- 

\ cording to this study prepared by James 
AW ABER- CASTELL A. Finley and Maleolm C. Neuhoff of 
ithe board’s division of business prac- 
tices. 


v.S.a..7077 


(with brush) now 
has 2 new members 
; EraserStik 
7077 and 7077B— 
the new, better 
way to erase lead 
pencil and carbon 
paper marks. . In- 
sist on original 
EraserStik. Accept 
no substitutes. 
Order from your 
Dealer today. 
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AW FABER &RASER 


PENCIL COMPANY INC NEWARK WN J 
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“The attendance figures 
have just come up...’ 


Nowadays radio and TV reporters announce 
the attendance figures early in the game... and 
not “‘estimated”’ or round numbers, either. 

There’s no crystal ball or second sight 
required. The figures are correct, fresh from 
the office of the ball park ... because the 
tickets are now counted accurately on the 
Tickometer—3500 to 1000 per minute! 

Hand counting of stubs used to take many 
man hours, but now one person and a 
Tickometer can tally even the largest gate in 
a couple of hours. 


Banks and hundreds of other types of 


business use the Tickometer to count checks, 
bills, tags, coupons, and job tickets, paper 


= PITNEY-BOWES 
Tickometer 


Counting & Imprinting Machine 
Offices in 93 cities in U. S. and Canada. 
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forms of every kind—eight to ten times faster 
than counting by hand. Whole or partial 
counts are shown on visible registers ...Can 
be equipped to imprint, date, endorse, rubber- 
stamp, cancel or code items as they are 
counted. 


Tue Tickometer replaces tedious hand- 
counting, gets results quickly, saves time 
and money... Rented, never sold, the 
Tickometer requires no investment... is 
serviced in 93 Pitney-Bowes offices. 

Call the PB office nearest you for a 
demonstration, or send the coupon for free 
illustrated booklet. 


Pee ewww ewww ewer ecceeeneeeeeseses== 
PITNEY-BOWES, Inc. 
3402 Pacific St., Stamford, Conn. 


Send free illust:ated Tickometer booklet to: 


Name 





Firm. 





Address 
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Precision 


we Se a 


PANAMA-BEAVER Carbon Papers 


Constantly precise as the most detailed operations in 


producing an airplane, are the manufacturing processes 
employed here to make PANAMA-BEAVER products 


infallibly a shart out to office oflcionc 


Brilliantly conceived, meticulously planned, devel- 
oped into vital being for yeoman service in the most 
important of America’s offices and institutions — 
PANAMA-BEAVER Carbons and Ribbons can never suf- 
fer from the obvious faults of mass-production, never be 
other than head and shoulders above the commonplace. 


That's what you get in 





4? 
PANAMA-BEAVER 


Yitbbonk Ca 


CO 


MANIFOLD SUPPLIES CO, 188 3rd Ave, Brooklyn 17, N. Y, 
Coast to Coast Distribution 


CARBON PAPERS HECTOGRAPH UNI-MASTERS INKED RIBBONS 












MODEL 201 
Popular becouse it can be used for 
adding and multiplying as well as 


for protecting cash .. . extremely 
low priced. 
rT = 
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MODEL 201A 
Upright Service Station Model 
Brand New... has all the. famous 


R. C. Allen protective features. 
Especially designed for operators 
who prefer the upright type cash 
register. 
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Protects both stock and money 
Designates merchandise or kind of 
service and attendant. Accumulates 
locked in totals of gallons of gas 
sold as well as money values. Han- 
dies cash and charge sales, re 
ceived on account and paid out 
transactions. 


H.C. Allen 


CASH REGISTERS 


designed to protect 





every business transaction - 


NOW is the time! 


Service Stations do their peak volume 
during the summer months. Get your 
share of cash register sales NOW! 


R.C.Allen 


Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigan 
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MODEL 611 


(Six carriage 
widths available) 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigan 











WAYS TO RECOGNIZE A GOOD EXECUTIVE 


No two top-notch adminis- 

trators look alike .. . dress 

alike . . . work alike. But when you see 

a man who fits a certain pattern, the 

chances are you're looking at a good 

executive. Here are some ways to spot 
him: 

. He likes to use other men’s heads as 

well as his own... 
. Gets a kick out of accomplishment... 


. He knows how to pass the ball to 
his subordinates. . 


4. He keeps several pots boiling at 
once without confusion .. . 


5. Has an office that helps him do all 
these things better . . 


“Y and E” equipment does two things 
for an executive: 1. Gives him an office 
that looks attractive. 2. An office that 
makes it easier to be efficient. Both are 
important—one helps him sell himself 
and his ideas; the other helps him get 
things done. 

“Y and E” offices are designed for 
success. 


Send for Steel Desk Catalog No. 3806 








“Also Makers of Quality Filing Systems ns and 


=_" = 


MARK OF SUCCESS 


1020 JAY STREET » ROCHESTER 3, N.Y., U.S. A. 
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Now Carter brings you 


IN 7 POPULAR, TOP-QUALITY BRANDS 


Carter’s extra-length Super Nylon Ribbon 
made typing history. Now you can buy Carter’s 
famous Nylons in standard lengths in your 
favorite Carter brand. 

Try Carter’s Nylon Ribbons . . . in extra- 
length or in standard-length styles. You'll find 
that letters look neater . . . more businesslike 

. . more efficient. You'll save time because 
Nylon lasts longer, and that means fewer rib- 
bon changes. You'll save money because Nylon 
provides more wear per dollar than any other 
ribbon fabric. You'll be glad you switched to 
Carter’s Nylon Ricans Teatared by your 
town’s leading Stationers and Office Outfitters. 


Carter's Super Nylon Ribbon is 
an extra-length, extra-wear ribbon 
that’s worth every cent of the extra 
cost—and more. 
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a wide choice in Viylen Ribbons 


} 
Lor 


Leclor 


All 7 Carter Nylon Ribbons offer— 

@ Carter’s exclusive Silvertip clean- 
end to prevent smudged fingers. 

@ Choice of—Black Record—Blue 
Record—Black and Red Record 
Bicolor—Blue and Red Record 
Bicolor 

@ Choice of inking—Medium or 
Expert 

@ Spoolings for all popular 
typewriters. 


Carter’s Type Cleaner 


@ Top-quality, quick-acting fluid 

@ Bottles that fit in desk drawers 

@ Efficient applicators 

@ Airtight seals prevent evaporation 

@ Attractive blue glass bottles 
individually packaged 


Carter’s Nylon Ribbons will produce even sharper, 
finer letters when typewriter keys are clean. 
Carter’s highly efficient Type Cleaner dissolves 
and cleans away old ink . . . quickly and easily! 


THE CARTER’S INK COMPANY 


Cambridge 42 - Boston, Massachusetts 
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PUSH-BUTTON MULTIPLICATION 
delivers rearmament figurework 


EASIER-FASTER-SURER 


FASTER — because Marchant’s mechanism 

performs at speeds ranging up to twice 

those of any other calculator. 

EASIER —because Marchant saves 

the operator at least one step in 

every multiplication problem 

SURER — because Marchant is 

the only American-made 

calculator with dials for 

verifying the keyboard entry , ee 

More than half of all calculator work ; PUSH-BUTTON MULTIPLICATION 

is multiplication. Therefore, the obvious C r 

choice is the calculator that multiplies y Enter muitiplicand in keyboard 

faster, easier, surer. Call the Marchant , Answer appears simultaneously 
Man in your phone book—he'’ll as multiplier is entered in Auto- 
prove it with a demonstration matic Multiplier 
on your own work. . 





: Mail this Coupon with your business letterhead to get our free ; 
: GUIDE TO MODERN FIGURING METHODS 
: ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [] : AMERICA'S FIRST 


MARCHANT CALCULATING MACHINE COMPANY : 


GAKLAND @, CALIFORNIA 
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Dictabelt: The exclusive 
new recording medium in- 
vented by Dictaphone 


scientists, 


How Wrong You Are (2222.0 


No bulk, no speaking tube, no cylinder, no 
dise—nothing old-fashioned about TIME- 
MASTER! For this is the 1952 idea of a 
dictating machine! 

TIME-MASTER records your thoughts— 
through a microphone so small you cradle 
it in your hand. TIME-MASTER is the size 
of a letterhead:and only slightly taller 
than a pack of cigarettes. 

Heart of the TIME-MASTER is the exclu- 
sive Dictaphone recording medium, the 


DICTAPHONE 


THE GREATEST NAME IN DICTATION 
TIME-MASTER—The Modern Way to Dictate 


“Dictaphone” is a registered trade-mark 
of Dictaphone Corporation. 
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red plastic Dictabelt. Dictabelt is mailable 
(5 in a standard envelope) ...fileable... 
easy to use and handle . . . and so inexpen- 
sive it’s used once. transcribed and thrown 
away. 
Electronics and plastics made possible 
this revolutionary dictating instrument. 
It's the masterpiece of Dictaphone Cor- 
poration, 

Why wait to try TIME-MASTER? The 


coupon is yours and the time is now! 


DictaPHone Corp., Dept. 1° 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me my free copy of ‘Time Itself.” 
VE FID i iiccticnsinseesesicllatiniii jheubaniscbihiemaais 
en ern Ne: Se EN eR 


Street Address 








City & Zone 











VISUAL CONTROL 


through charted facts 


JOS 2 2! 8h ojala ois 


LMM ITY Vale 


Whee etindael 


~ _ digiaia). 


Tahoe 


WA dipainaea: 


*°"*Controla-Chart 


Now you can have instant visual con- 
trol over all business operations. With 
Controla-Chart you use lettered, num- 
bered and plain colored flexible cellu- 
loid Indicators to give you a charting 
system that's simple yet effective. Yes, 
for a. small investment you can bring 
pinpoint control and instant visual ref- 


erence to those operations which have 
been bogging down your sales, produc- 
tion and any other departments where 
progress can be charted visually. 
Controla-Chart is exclusive with your 
Victor dealer. See him today; he'll be 
glad to help you set up a visual con- 
trol over all your business operations. 


THE VICTOR SAFE & EQUIPMENT CO., INC. 


NORTH TONAWANDA 


* NEW YORK 
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Who do you think adjusted this 
chair to fit this girl?...She did! 


Not how many adjustments but how few and how simple is 
the way Sturgis engineers look at it. You don’t need 


- ~ 


a mechanic, you don’t need tools, we 





py : 
to fit a Sturgis posture chair to Y You can't see all 


. o> the quality that's 
the female form, divine or ; ‘ 
engineered into 


otherwise. The girl can do it, \ Sturgis chairs. 
and does, with her own hands. 


Loosen knob 
to raise or 
lower back- 
rest 


Turn knob to 
move back- 
rest forword 
or back. 


Turn knob to 
increase or 
decrease 
back tension. 


Turn hand- 
wheel to 
raise or lower 
sect. 





Sturgis chairs are en- 
gineered for keeps. 
You can’t see all the quality 
engineered into a_ Sturgis 
chair but it’s there in: full 
measure. 
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The only printing calculator having a separate 
multiplication keyboard ... with unique automatic 
short-cut multiplication. The printed tape is permanent 
evidence of all calculations, including credit 


balance. Total capacity 999,999,999.99. 


= = fully automatic 
0 i g Vv e t t i Printing Caiculator 


Olivetti Cor poration of America, 580 Fifth Avenue, New York 36. 
Over 300 sales and service points throughout the United States. 
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this is the blouse 

that Mary bought... 
but can't wear 
on tonight's 
date! 








Poor Mary, Mary, quite 
begrimy. After spending her 
entire Friday lunch hour 
searching for just the right 
blouse for tonight's big date, 
she smeared and smudged it 
using old-fashioned 

spirit duplicating carbons. 


There's no reason in the world why alert secretaries 
can't have their blouse and wear it too — if they use 


ul 
d O-coat Spirit duplicating carbon papers 


coated by an extraordinary process that absolutely safeguards P 
hands and clothing from smudge and smear. QUEEN \ Ocoat papers insure 
perfectly sharp, clear copies on long runs too! 


Don't spend Friday nights scrubbing off carbon 
grime — ask your boss or purchasing agent to 
get some free samples of # 0 P ween 
available in flat sheets or master unit forms— RIBBON & CARBON CO., Inc. 


plain or pre-printed. That's the Spirit! 128 cri Ave., =e 11, MY. 


Manutacturers of: INKED RIRBONS, CARBON PAPERS, MASTER UNITS, CARBONIZED ROLLS, SPIRIT and HECTOGRAPH DUPLICATING CARBONS 
FACTORIES: Brooklyn, New York * Chicago, Illinois * Atlanta, Georgia 
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Federal Specializes in 


COMPLEX Business Forms 


including 


me bop 

SNAP ’‘N PART 

/ 

Carbon-Interleaved 
Sets 




















% 


; 
Federal designs and prints forms to solve 
your business problems. We specialize in 
complicated carbon-interleaved sets of all 
sizes and combinations of sizes. And because 
we use only the fastest, most modern ma- 
chines available, you can depend on us for 
finer precision-printing — and prompt deliv- 
ery. Federal prices are attractive. Why not 
havé us quote on your next job? 





FREE FORMS FOLDER 
Federal Business Products, Inc., Dept. J, 
90 Gold St., New York 38 
Send me your free illustrated folder, “Short Cuts 
in Business Forms” 
SS 
ADDRESS__ a See: 
city animes ZONE. STATE 

















oS aoa 





EDERAL 


business Frowucrs, se. 90 GOLD ST. . NEW YORK 38 * CO 
































PRINTERS OF BUSINESS FORMS SINCE 1926 











BIND ‘EM 10 FIND EM! 





HE answers to safe filing, easy finding, no lost or strayed letters, orders, 
plans, invoices or reports may all be summed up in the famous slogan 


“Acco-bound papers are safe papers”. 


Accobind Folders will rid your files of soft folders, scattered papers, loose 
sheets, pins and clips. They'll save time, temper, money. They'll bring you 


security, system, efficiency. 


Accobind Folders are made of durable pressboard, usable for years. Sizes 


available to meet every need. Ask your stationer to show them to you now. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 














FASTENER 
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EASY TO USE. Exposure time is 
less critical. The thin, sensitized 
coating will not flow—halftones 
won’t cloud--even under ex- 


% ) On- the-press changes are easy “orto 
on“3M” aluminum Offset Plates 





' No honing—no scraping necessary. You can 
' actually erase any part of the image on a “3M” 
Brand PHOTO-OFFSET PLATE. And lines, writing 
or hand-lettering can be quickly, cleanly added 
even after the plate’s been mounted on EXACT REPRODUCTIONS. If it’s 
fyou press. Most important, all additions or _ inthe negative, it’s on the plate! 


deletions last the life of the plate. Start using pr sapicaine tain: Aine ad ais 


oth 1ese ALL-ALUMINUM photo-offset plates today. self with finest quality printing. 





P 

é QUICK FACTS: 1. Won't oxidize 2. Exposure and developing time unaffected 
"| by temperature or humidity 3. Easy additions or deletions 4. Finest quality 
printing 5. Stretch-and-wrinkle- proof 6. Handy, safe storage for re-runs. 








Available in 10”x153@” for No. 1250 


MINNESOTA MINING & MFG. CO. Multilith press. 10”x16” for Davidson press. 
Printing Accessories Division 
Dept. O-62, St. Paul 6, Minn. 


[jSend FREE samples of work done by 
“3M" Brand PHOTO-OFFSET PLATES. Also 


send complete information and price list. 


[_]Arrange for a demonstration. We do [] 
do not [_] make our own plates. 
No. and type of presses 





Sensivized Alurmmum 


PHOTO-OFFSET PLATES 


Made by the makers of 
“Scotch” Brand Cellophane Tape 


% 

a) Made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn., also 
© makers of' ‘Spherekote” Brand Drawsheets and Blankets, ‘ ‘Spherekote” Brand Tympan 
Covers and Frisket Papers. General Export: 270 Park Avenue, New York 17, N. Y. 
In Canada: London, Ont., Can. 
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“We are saving *100,000 a year... 
using Nationals that cost *60,000!” 


WISCONSIN MOTOR CORPORATION, Milwaukee, Wisc. 


“The outside accounting firm we retain informs 
us that our National Accounting Machines, 
which cost $60,000, are saving us over $100,000 
a year. 

“Our accounting department heads not only 
confirm these savings—they report stepped-up 
efficiency, as well. 

“Our NCR machines handle our Payroll. 
Labor Distribution, Quarterly Social Security 
Reports, Production & Material Control, Gen- 
eral Accounting (Receivables, Payables, Aged 
Account Analysis, etc.) and Order. Board Anal- 
ysis of unfilled orders by Customers, Types of 
Motors, and by Schedule Dates of Shipments. 

“Three days after installation, our own oper- 
ators had learned the machines, and the sys- 
tem was functioning smoothly. Obviously, we 


are well pleased.” at a nll 


President, Wisconsin Motor Corporation 


“World's Largest Builders of 
Heavy-Duty Air- 
Cooled Engines” 


$; 


National Class 31 repaid 
its cost in less than a year, 
continues a handsome 
annual return in savings. 


This saving is another example of profitable 
capital investments that have reduced account- 
ing costs for such companies as Southern Rail- 
way, American Airlines, the Upjohn Company, 
Merchants National Bank of Indianapolis, and 
others. 

Such savings are due to a combination of 
time-and-effort-saving features found only on 
National Accounting Machines. On some jobs, 
they do as much as % of the work automatically. 

Let our local National representative ... a 
trained systems analyst ... show what you can 
save with a National System designed to fit 
vour needs. — 


ACCOUNTING MACHINES : 
ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 
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§SPEED-O-PRINT 
alias oe Duylecedrrs 


AUTOMATIC FEED 


Liberator Model $0 
Postcard (3x5) to menu size (6x9). 
ideal duplicator for restaurants, 
hotels, drug stores, etc., for repro- 
ducing menus, sale tags, postcards 
$7950 Automatic 
Counter, $6.50 


(Plus Excise Tax) 


DUPLICATORS 
WiLL REPRODUCE ANYTHIN 
THAT CAN BE TYPED. DRAWN . 
Ly Nai) Ma lehielel 1 Va 14°) fj aa“ 
ON A STENCIL 
A 
: * 


Hairline registration 


duplicator 


roller release 


In Futuramic 


Reproduces postcard to legal size 
Features backstop paper weight, 
side guides with 2 posts instead of 
1, to assure accurate registration. 


Automatic 
$6950 Counter, $6.50 
(Plus Excise Tax) 


SPEED-O-PRINT CORPORATION 


t(D O PRINT (CANADA 


eee) 


. T CATHERINE if 


$1450 


Features front paper stops 


open cylinder 


Liberator 


Model 200 
Reset 

Counter, $10 
(Plus Excise Tax) 
it's the world's finest 


with automatic brush inking 


Grey or Ebony Black Finishes 


Liberator Wedel 100 


Features accurate registration and 
automatic roller release to assure 
perfect, clean copies. Reproduces 
postcard to legal size. 


Reset Counter, 
$19950 $10.00 
(Plus Excise Tax) 


1801 W. LARCHMONT AVE 
CHICAGO 13 ILLINOIS 


WEST ONT 
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Those Who WRITE May READ 


KEE LOX TIMELY CARBON 


For Those Who Need Many Copies. 
THE MOST PERFECT CARBON OF 1952. 


20) Copies 
At One 
Writing 

All Clean 


Not a Smear 
or Rollmark 


Automatically col- 
lated (ready for the 
typewriter) the car- 
bon between the 
manifold sheets in 
the Kee Lox patented 
Kopy Aligner Collat- 
ing Device and Box 
combined 


Very Easy 
to Use 


Why use disagreeable systems when 
you can make up to 20 or more perfect copies 
easily and quickly on your own typewriter? 


SAVE TIME—SAVE ANNOYANCE—SAVE MONEY 


FILL IN THE COUPON AND PROVE IT—FREE!—IN YOUR OWN OFFICE. 


We will send free to any Purchasing Agent, Office Manager or Secretary, 
25 sheets of this famous 20-Copy Carbon, in your size, in a Kopy Aligner 
patented Collating Box. Write on your letterhead, please. 








PSSRSSSSSSSRSsSSSsseasssssssesassssussaesoen 
KEE LOX MFG. CO., Rochester 1, N. Y. 
Please send Free Samples and Box as above to: 


MAIL 
TODAY, 
THANKS. 


ADDRESS 
We use [] Electric [) Standard [) Noiseless. 


coples at a time. 
SIGNED 


paeae Seer 








THe Orrice—June, 1952 35 








pronto aake: 


a 





i 
iTar? BASES 


all size files 


$325 Te 






FILES 













FOLLOW BLOCKS 


made for any size file 


80¢ 


, Letter Size $355 
) Legal Size $435 
Check Size $2.40 


20 sizes to choose from. Size and price chart on request. 


LOCATE YOUR RECORDS EASILY 


—No more need of fussing and fuming. 
With Pronto files you can get at all 
records just as easily as in your regular 
active files. 


BEAUTIFUL APPEARANCE — 


Pronto files are beautiful in appearance, 
finished in an attractive olive green. The 
steel drawer front matches your regular 
active office files. 


STURDY CONSTRUCTION -— 
Prontos are built of 275-lb. test corru- 
gated fibre board and reinforced with 
steel on the shell and the four corners 
of the drawers. 


SAVE FLOOR SPACE— Constructed 
so that they interlock into solid units and 
stack as high as the ceiling, saving valu- 
able floor space. 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 





PRONTO FILE CORPORATION 


285 Madison Avenue 








New York 17, N.Y 


Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


CUSTOM 
ADDING 
MACHINE 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically. operated. 
Totals 11 or 9 columns. 


Ra i Nene co Nt cheese tein 


Revolutionary Design 
Reduces Noise 54%* 





Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems itd., Galt, Ont. 


INVEST IN 


VICTOR 


34 YEARS OF 
QUALITY RECOGNITION 
THE WORLD OVER 


Name 

Company Name 
Address 

City 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-652 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


State 


4 
§ 
I 
4 
1 
i 
1 
4 
4 
' 
5 
4 
s 
i] 
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**At National 


Cash Register 


we believe ...’’ 


STANLEY C. ALLYN 


President, National Cash Register Company 


. 


*...we believe a thrifty employee is a better employee and a better 


citizen. By providing the Payroll Savings Plan for U. S. Defense 
Bonds we help our employees to build up a backlog of savings for 
their future security. By buying Bonds they become shareholders in 


their country.” 


The employee who joins the Payroll 
Savings Plan becomes a man with an 
objective—a young fellow who realizes 
that the systematic purchase of Defense 
Bonds is a sure way to the down pay- 
ment on a home... 
to provide for Junior’s college educa- 
tion...an older man, with an eye to 
retirement and personal security. 

The man with an objective is a better em- 


ployee. He knows that a day lost from 
work is just that much out of his take- 


a father who wants , 


home savings. He doesn’t take chances 
— wants to stay off the accident list. He 
realizes that better work on his part 
will lead to advancement—and a larger 
monthly allotment for Defense Bonds. 


The man with an objective is a better citi- 
zen, holds his head a little higher. He is 
buying a growing share in America... 
helping to combat inflation ... making 
a real contribution to the defense effort. 
During 1951, over 1,500,000 employees 
joined the Payroll Saving Plan. 


The U.S. Government does not pay for this advertising. The Treasury De- 


partment thanks, for their patriotic donation, the Advertising Council and 
Tue Orrice Magazine 
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(MPRES. 


coruchtine vn LIKE NO OTHER 
' duplicating ink 

ul you’ve ever used! In- 

DRY P stant-drying “Formula 
R 27” is entirely new — 
[ product of years of labora- 
: tory research! Perfect for 
“Formula 27" ; < use in all rotary stencil 
: duplicators—open or 
NEW INK closed drum. In handy 


%-lb. plastic “squeeze” 


SENSATION! GE consives 





@ NEW! “TWIN-PAKT” protection— 
every pair sealed air-tight to stay 
factory-fresh until used! 


@ NEW! MODERN PACKAGE is eas- 
ier to open .. . easier to close. 


@ NEW! “ACCURA-SEE” Patented 
Line Counter tells at a glance 
pa many lines used—how many 
left! 


@ NEW! “NO-GLARE” soft green 
color is easier on the eyes! 


@ NEW! SUPERIOR QUALITY makes 


IMPRESS more durable — won't 
“bleed”’, smudge, or rub. 


Packed with NEW Features © amtarad ca een en 
for BETTER PERFORMANCE rr oer 





AT ALL BETTER OFFICE SUPPLY STORES, OR WRITE DIRECT TO 


~The PRINT-O-MATIC CO., INC. 222° ts 
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'YOU WOULDN'T CLEAN HOUSE 
IN AN EVENING GOWN! 


WHY USE 


PREMIUM 
—_ PAPERS 


% 


£ 


a) 
* INVESTIGATE TODAY! * 
astic about our top-quality @ See how you can get good results © 
lines of carbon paper that and still save money with 


we almost forget about the e * AMERICAN CARBON's 


many ‘work-horse” jobs fox 


carbon paper in every office. . HEAYW Y-~ DUTY 


There are a thousand-and-one 
operations, both typewritten e. CARBON PAPERS 
and handwritten, that do 
not require the higher-grade, Coecececeee® °° 
higher-priced carbon. So 
remember — we make rugged, THE AMERICAN CARBON PAPER CORP. 
long-lasting “work-horse 1313 West Lake St., Chicago 7, III 
carbon papers, too—just right - 
for those “every-day” jobs Pl SEND FREE SAMPLES OF YOUR ae, 
around your office! 


Sometimes we get so enthusi- 








MAIL COUPON TODAY 
FOR FREE SAMPLES! 














OWN SECRET 
ina abhi 


Three letter drawers — ball 
bearing, compressor, non 
$ combina- 





HEAVYWEIGHT 105 LSS. SHIP. WT. 
B2-C (LEGAL SIZE) ALL DIM. aS 
ABOVE, EXCEPT WIDTH, 30°. 
AVANLABLE 1% GREEN OF = 
WIDICATE COLOR. PLUNGER 
FOR ALL DRAWERS, $9.90 cna. 











ONLY 


a AT 


CB2C—LEGAL SIZE $52.95 


VONEES 20% WNGHER ON WEST Const 


‘VER 





art steel sales corp. new york 63 n. y., u. Ss. Ga. 
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MONROE 
Adding- Calculators 


Here’s a fine chance for wide-awake dealers to 
pick up a nice profit by stocking these universally favored 
calculators. All models and capacities—entirely rebuilt by 
experts and in tip-top operating condition—are available 
in limited quantities. Rebuilt Monroe Adding-Calculators 
are in demand. Dealers who want them should write now 


for full information and prices. 


CALCULATOR EQUIPMENT CORPORATION 


Orange, New Jersey 
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y Would you like 
to sell it? 


You will be able to sell it 
well, because there is no bet- 
ter duplicator than the Roto 
ee si. 


Fully automatic inking. 


Three cylinders for im- 
proved ink distribution. 


Unbreakable chains’ in 
place of steel bands. 


Those are its principal advan- 
tages — those are your sell- 
ing points! What the office 

of tomorrow expects in a 
good duplicator, the Roto 51 
provides today. 


Roto is looking for energetic 

agents in the United States 
and Canada. Do you want to 
sell the Roto 51? 


Please write to: 


Roto-Werke AG., Koenigslutter 


Germany 
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MERCURY-LITH ROLLERS AND BLANKETS 
for Multilith printing machines 


MERCURY-GRAPH ROLLERS 
for Multigraph duplicating machines 


To save three ways when you use Mercury 

Rollers and Blankets... save on replacements, 

because they last longer... save on labor costs, 
because they are quicker to adjust and wash 
up more readily ... and save on paper spoilage, 
as a result of their superior accuracy. 

It’s always thrifty to buy the best — especially 

when, like Mercury Products, they cost no more. 





RAPID ROLLER peer 


D. M. RAPPORT. Pres Federal at 26th Stree H 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of abserb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N. 


EARGES? SPECIALIZED PAPER 
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SCHWEITZER, 


J. 


LABORATORIES 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


IN THE UNITED STATES 

















THE (7 SHOW 





This year twice as big as ever in its 48 year old 
history, the National Business Show emerges a 
truly national business show. By inviting major 
industry to participate in its “Invest in America’ 
program, this exposition becomes a true Sounding 


board for the voice of industry. Space reservations 





are now four times ahead of last year with greatly 
heightened public interest already guaranteed. For 


favorable locations make your reservations early. 


Bigee than ever / 


cape THE NATIONAL BUSINESS SHOW 


OFFICE EXECUTIVES ASSOCIATION OF NEW YORK, INC. 
33 West 42nd Street, New York 36,N.Y. Phone: PE. 6-6760 
Rudolph Lang, Managing Director 
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This 
Sign 
of 
Quality 


will guide your buying of boxed 





typewriter papers and office supplies. 


Why? Because this is the seal of an Authorized Neenah 
Dealer who shows, by the fact that he handles the finest boxed 
typewriter papers, that he sells quality merchandise. Neenah 
boxed typewriter papers are the finest quality made in America. 
They contain from 25% to 100% new cotton fibers and are 
tub-sized and loft-dried to produce a superlative writing and 
typing surface. 





Only a stationer who sells to a discriminating trade 
is in a position to handle Neenah’s finer papers. This is why the 
Neenah seal identifies a dependable source for better office 
supplies. 


NEENAH BOXED 
TYPEWRITER PAPERS 


<a 
bite 
NEENAH PAPER COMPANY, Neenah, Wisconsin 








Does this “THING” live 


in your office 

The admission you'd pay to see this 
in an aquarium is lost to sight 
when compared to the millions that 
are wasted to keep it in an office. 
Old-fashioned write and re-write, do- 
it-over-and-over-again paper work 
methods are burdens that give P&L 
statements saddle sores. 

But no more of that for the hun- 
dreds of companies all through in- 
dustry who have streamlined their 
paper work with Colitho “One 
Write” Systems. Work-hours and 
cost-dollars are saved in huge quan- 
tities when you use Colitho Offset 
Master Plates to convert estimating, 
purchasing, production and billing 
forms into “one write” systems. 

Colitho Plates are printed to your 
requirements and supplied in “snap- 
out” manifold sets or continuous 
for tabulator, teletype, formswriter, 
or addressograph. 


$3 Write for the Colitho Manual 


y> and sample plates. 


is 
COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
101-6 Herb Hill Road, Glen Cove, L.I., New York 


Colitho Plates are adaptable to pur- 
chasing, manufacturing, distribution, 
selling, billing and accounting forms. 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 


Tue Orrice—June, 1952 





PLANNING AND DEVELOPING THE COMPANY 
ORGANIZATION STRUCTURE by Ernest Dale. 
imerican Management Assn., New York, pp. 
250, $4.50. 


By 1975 
corporations 


the 
may 


headquarters of large 

become management 
companies assisting groups of manufac- 
turers and distributors with advice in 
their final decision-making, it is predicted 
in this research study. Just as the efficient 
small company today has outside con- 
sultants to help it, so the head offices of 
large corporations may become con- 
sultants, as some already are, combining 
the economic advantages of size with in- 
dependent existence. The following 
trends in organization thinking are 
noted: (1) A definite movement away 
from one-man rule, towards group de- 
cision-making. (2) Increasing centraliza- 
tion of controls to check whether dele- 
gation of authority is working well. 
(3) Conflicts between staff and line with 
some staff people trying to assume line 
authority. (4) Increasing span of control 
with more people having access to the 
chief executive but with few having con- 
stant supervision. (5) Greater interest in 
studying the impact of the chief execu 
tive on the organization. (6) A trend 
away from the earthquake approach of 
organization change with reorganization 
occurring gradually. 


CUTTING COSTS WITH BETTER’ BUSINESS 
FORMS by Richard Neumaier, Philadelphia, 
pp. 12, 50 cents. 

A checklist of 32 questions for the 
forms analyst to ask when designing a 
new form or redesigning an old one. Ten 
copies of this booklet are $3, for distri- 
bution to supervisory personnel. 
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—Tabulating Supervisors! 
—Machine Accountants! 
_ Controllers! 


Now there is... 
A Business Publication 
devoted exclusively 
to Machine Accounting 


unched, 
K ar d. ANNUAL 


A presentation of selected, 

outstanding machine accounting methods 
now in use in installations 

representing all types 

of business and industry. 


the 


THE PUNCHED CARD presents over 150 
pages of new tabulating principles, improved 
applications, ingenious utilization of 
machines, complex wiring of control panels, 
informative articles, illustrative diagrams, and 
other related ideas written by leading authori- 
ties in the tabulating field. 


THE PUNCHED CARD also includes 
authoritative articles on tabulating depart- 
ment supervision, personnel training, forms 
design, department layout, production plan- 
ning, etc. 


Informative articles of general interest from 
manufacturers of tabulating equipment, paper 
forms, accessory equipment, and related sup- 
pliers are also included. 


The Punched Card is the most com- 
prehensive presentation of material 
devoted exclusively to machine 
accounting ever offered. Price $6.00. 


Examine “The Punched Card” 
For 5 Days FREE 


Send your name and address today 
for FREE five day examination. If after 
this period you are not completely 
satisfied, merely return it and there 
will be no further obligation. If you 
agree that it will be of value, bill will 
be sent to you or your company, as 
you wish. 


The Punched Card 


531 Francis Palms Bldg. Detroit 1, Mich. 
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You're paying for an ideal system of record retention 
...why not get it—now? 


Every record properly filed and 
controlled... every record safely 
stored for your needs and all leg gal 
requirements aie 
served, 


. every record pre- 
and conveniently indexed 

.all this you're paying for right 
now in one way or another. But do 
you actually have such a system for 
soundly planned, smoothly organ- 
ized Record Retention? 


Free Booklet Gives You a 
Yardstick of Performance 


A wealth of practical ideas accumu- 





You can “rent” experienced supervisors 
and/or complete office staffs from our 
Business Services Departments for rec- 
ord reorganization and other peak load 
assignments. 











lated by Remington Rand in years 
of business systems leade ship, is 
available to help you solve Record 
Retention problems. Much of this 
experience is condensed in our new, 
24-page booklet, “A Basic Plan...”, 
telling how to organize a retention 
plan and follow it through success- 
fully. For a free copy, call our near- 
est Business Equipment Center or 
write to Management Controls Ref- 
erence Library, 
Room 1160, 315 
Fourth Avenue, 
New York 10,N.Y. 


* Nkle Blew tay 
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Improving the Efficiency of 
Business Forms 


KENNETH E. GOODWIN 
Egry Register Co., Toledo, Ohio. 


It may be slow and inefficient. It 

may not furnish all the necessary 
information or the needed control. It 
may be wasteful of manpower and ma- 
terials. But it does work and will con- 
tinue to work, so forms improvement is 
one of the easiest projects to postpone. 
Other projects appear to involve greater 
costs. Since virtually every system 
starts, operates and ends with a form, 
the true cost should be figured on the 
basis of not only the material forms 
cost but the labor cost of the system. 
I have never seen a cost-finding survey 
where the material cost of the forms ex- 
ceeded 5% of the total cost of the sys- 
tem. For every dollar spent for forms, 
$19 is being paid for writing, posting, 
filing, mailing, and handling those forms. 
I believe we are dealing here with one 
ot the major operating costs of the of- 
fice. 

During the last 15 years I have had 
the opportunity to investigate a large 
variety of forms and systems, and I 
am firmly convinced that they just 
grow. They usually start when some- 
one feels he needs certain information 
which he ean get if someone else fills 
out a form. So he takes a blank sheet 
of paper, hastily draws in lines, columns, 
headings, and has it printed. From that 
point there are often many additions 
to the form but rarely a deletion. New 


Ae form and any system will work. 
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headings are added if more information 
is needed, extra copies are added for 
others in the organization who feel they 
too need the information. When their 
need ends, they still get copies, which 
they file. 

There are three areas for improving 
forms efficiency: (1) redesigning the 


mechanics of the form for faster writ- 
ing and handling; (2) combining the 


form with another to eliminate dupli- 
cation; (3) simplifying the system op- 
erated by the form. None of these three 
go far enough. It is necessary to apply 
all three—not to one form, not to one 
combination or to the system operated 
by one form—but to all forms used to 
operate one complete system. We fre- 
quently speak of an invoicing system or 
a production order system, when actu- 
ally they are segments of an overall 
system. For example, consider the ac- 
counts receivable system. Ordinarily it 
starts when a product or service is sold. 
The accounts receivable cycle includes 
the acknowledgement, entering, filling, 
shipping and billing of the order and 
collection of the account. Each of these 
functions is part of a system. You can 
improve each segment, but for the great- 
est good it is necessary to analyze the 
complete system, for the greatest sav- 
ings. 

It is impossible to offer a better sys- 
tem without first knowing all details 
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FORm mame 
Customer's Order 


THIS CHART OF 


Stamps Time and Date 
To Pricer 

Prices Order 

To Sales Dept. 


To Biller 


~coeoen ewe wn — 


Extracts carbon 





PROCESS CHART - THE EGRY REGISTER COMPANY 


SYstem 


DESCRIPTION OF STEP oc "” WOTES 


Receives order in mail room 


Checks Credit, Terminology, Price, eto. 


Inserts carbon in 5 part form 
Types “Confirmation of Order" form 


Checks for typographical errors 
Sends Customer's order to File Clerk 
Files permanently - alphabetically 


cuaet no} 
DATE 
fore r on NuMBER 


ORIGINATION v ua t PY MOVEMENT 


Mail boy 


Pricer 


Sales Clerk 


elim inate 


Biller 


eliminate 
change sequence 
Mail Boy 
File Clerk 





Chart | showing the course of a Customer Order form in a small office. 


of the existing system. There is no bet- 
ter approach to this survey than the 
technique of work simplification. To 
gather the needed details is simple 
through the use of a process chart be- 
cause it offers a logical, easy way to 
record details in proper sequence. 
Charting requires personal observa- 
tion—it cannot be done from your desk 
or from memory. Write down what 
you actually see happening. Chart 1 
traces a customer order in a small of- 
fice. The two columns for traveling dis- 
tance and time were unimportant here 
but in many systems distance and time 
can make a great difference in the time 
required to complete a function. On 
this process chart we note that Step 
No. 9 was the writing of a form. So 
we next made Chart 2 for the con- 
firmation of the order which occurred 
as Step No. 9 on Chart 1. Each copy 
ot every form is similarly charted. 
When you have all the information, 
it is possible to analyze the system from 
the process charts but you will fre- 
quently wind up with too many charts. 
So make an effort to place all the steps 
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shown on all the process charts on 
one horizontal symbol flow chart. This 
may require a little thinking but it is 
actually just common sense. You are 
transferring each step from the process 
charts to a different form of chart. You 
show exactly the same steps except that 
all the different segments of the sys- 
tem are now connected to give a com- 
plete picture of the overall system on 
one chart. The one on page 57 is re- 
duced but the original is large enough 
to be easily legible. 

Now analysis is easy. Challenge each 
step with the four big questions: Can 
this step be eliminated? Can this step 
be combined? Can the sequence of this 
step be changed advantageously? Can 
this step be simplified? Those, along 
with Kipling’s six little serving men, 
bring up so many answers you often 
don’t know what to do with all of them. 
Improvements become obvious but don’t 
change everything immediately. Allow 
time for careful analysis. 

This leads to the second area—com- 
bining forms. It’s natural that any time 
you can write two forms at the same 
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PROCESS CHART - THE EGRY REGISTER COMPANY 


ae | 6 eee 


cart no 2 


CLIENT 


| FORw NO 


SYSTEM ORIGINATION 


a | 


det? FORM NAME 
/¢ tion 


THIS IS CHART OF 


| Torac coves “THIS COPY S NAME OF NUMBER 


of 
~~ EGPY MOVEMENT 


OVERALL PROCEDURE 


rr 


| 


DESCRIPTION OF STEP WHO 0OES IT wOTES 


Bliminate 
this scopy 


$ 


| MANUFACTURER'S COPY 
To Production Dept. Z 
Inserts carbon in 2 part loose form 
Writes "Production Order” form 
Extracts carbon ee 

)| Distributes copies (next chart) 
Returns "Mfgr*s Copy” to Accounting Dept. | Mail Boy 

| Piles Alph. until shipped, then , | File Clerk! 
Attached to Ledger Copy of Invoice form ‘ | 


Mail Boy 
Prod. Clerk 
| } 


BROKER'S COPY 
Checks for errors 
Types envelope 
| Te mail room 
(3) 4/15 | Maile to Broker 
"See | : 
(C)| 4),17| BUYERYS COPY 
| 4/18) Types envelope 
\||19| Sends to Mail Room — 
|20| Maile to customer 











| Biller 


| Mail Boy 


Biller | S}fpinate 





| Mail Boy jan 


Chart 2 tracing the form which appeared as Step 9 on Chart | (opposite). 


time, you make a saving. Any system 
involving two or more forms dealing 
with the same transaction offers, at 
least theoretically, possible combina- 
tions. There are other things to watch 
for. For instance, the amount of iden- 
tical information on all forms and the 
method of writing. Someday we may be 
able to write a form in pencil and have 
some copies simultaneously typewritten. 

The third area (design) has just one 
paramount rule which, if followed, will 
always result in a well designed, ef- 
ficient form. The rule is, “The form 
must be designed for the fastest pos- 
sible handling by every user of every 
copy.” It’s not enough to get certain 
information on a form. Good design 
considers the person writing the form, 
the person posting from it, the person 
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filing it and the person finding or mail- 
ing it. Much can be accomplished by 
design’ alone. 

Designing the form for the writer 
means knowing that it is faster to type 
in a straight line than it is to skip and 
jump. Make use of tabulating stops 
and return stops. Look up old forms 
in your files and count the number of 
letters and digits required for each en- 
try to establish a maximum. This will 
save wasting space, as will the counting 
of the number of lines of information 
needed. Too frequently we use an 
8144” x 11” sheet for an invoice when 
only one in a hundred invoices requires 
it. The other 99 have no more than 
five lines to be entered. 

Next, you need to know the machine 
requirements. Normally a machine 
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spaces ten digits to the inch horizontal- 
ly and six vertically, but not all ma- 
chines. Count the characters on your 
machines, then design the form so the 
typist has the fewest movements or 
skips which waste production time. Too 
many tabulating stops spoil the form’s 
effectiveness. While designing for ef- 
ficiency, design for eye appeal or in- 
dividualism if you have this talent. 
Another aid to writing a form faster 
is found in the source of information 
which is to be written. Generally a 
form is written from another form. 
When copying information, a great deal 
of time can be wasted hunting for the 
information. Design forms with the 
same sequence and location of the same 
information to save time. This also 
applies to information which is posted 
from a form to other media. Place 
information to be posted in a prominent 
position and, if possible, in the same 
sequence that it is to be posted. 
Consider the filing of forms. The lo- 
eation of the primary and secondary 
filing keys is important. I have seen 


many numerical records filed in post 
binders where the number was located 


close to the binding holes. Every time 
a form was being located, the entire 
length of the sheet had to be exposed 
to find the number. How much faster 
it would have been if the numbers 
were on the outside edge, away from 
the binding posts. That’s a small thing, 
I agree, but all the small things add up. 
_Put the file keys where they will be 
prominent regardless of the style of the 
file. 

Surprising savings can be made in 
mailing. A speaker at a NOMA Meth- 
ods Clinie in Detroit last fall said it 
costs him $16 per thousand for typing 
names and addresses on envelopes. Win- 
dow envelopes only cost 50 cents or $1 
more a thousand than others. In this 
case, it was possible to save $15 a 
thousand forms by designing the form 
to fit a window envelope. That’s not 
enough: if there is any volume, a form 
folded once instead of twice ean add 


a considerable saving. Eliminate the 
folding, or make it easy and fast. 

You cannot go wrong if the form 
is designed with every user in mind. 
Make every user’s job as fast and as 
easy as possible. Only the bare essen- 
tials are discussed here but perhaps 
those that are indicated will point to the 
possibilities in these areas. When you 
multiply the quantity of small details 
within every system and every form by 
the thousands of times they are used, 
you are dealing with large details. Each 
area—design, combination, simplifica- 
tion—offers an opportunity to improve 
the efficiency of forms. To illustrate 
why none of the three go far enough 
and why all three must be applied to all 
forms in a system, I some time ago 
surveyed a rather large manufacturing 
eoncern’s forms and systems—all of 
them. They operated four separate 
plants. In one plant I found a cash 
sales system operated merely for the 
convenience of customers who came to 
the plant to buy spare parts. The ecus- 
tomers generally came first to the of- 
fice located on the second floor of one 
building. The office sent him down- 
stairs, across the street to another build- 
ing and to the rear of that building, 
to the shipping department. There the 
shipping clerk got the desired part, 
wrote out a four-part shipping memo- 
randum form and accompanied the cus- 
tomer back to the office where the cus- 
tomer paid for the part. The cashier 
then wrote a three-part cash receipt 
form. The customer left with copies 
of the shipping memo, the cash receipt, 
and his part. The shipping clerk left 
one copy of the shipping memo with the 
billing department and returned to his 
own building. Now the billing depart- 
ment typed out a regular seven-part 
invoice form to get the transaction en- 
tered properly in their books. By this 
time they had written this sale three 
separate times on 14 sheets of paper! 
The shipping clerk had walked a quar- 
ter of a mile! It would have been cheap- 
er to give the part away because it 
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To avoid having too many process charts for 
analysis, a horizontal symbol flow chart is 
drawn from all the process charts. Each step 
is transferred from the flow charts and con- 
nected to make a complete picture of the 
overall system on one sheet. The chart at 
left is greatly reduced from the original 
which was clearly legible. 





<_ 


was costing them a fantastic sum to 
record this small sale. 

It would have been possible to rede- 
sign the individual invoice form for 
faster handling. It might have been 
possible to combine the shipping memo 
and cash receipt, or to simplify the 
shipping memo system. But by apply- 
ing all three requirements it was rather 
simple to set up a four-part form, writ- 
ten in the shipping department, which 
eliminated all the work of the cashier 
and the biller. It eliminated the ship- 
ping clerk’s walking and provided far 
better control. It eliminated ten sheets 
of paper and a separate writing for 
every cash sale. When we reported 
this saving to the treasurer of the firm, 
he didn’t believe us. It just couldn’t 
happen in his place. He called the 
plant to find out if it was true—then 
he hit the ceiling. 

None of you may have a system like 
the one just described, but there prob- 
ably are some systems in your organi- 
zation which have not been looked into 
for quite a while. When they are not 
being watched, they grow. They need 
attention. They are costing you money 
and manhours, and you can afford to 
spend the time required to analyze them. 
You don’t need special training to do it. 
Many others have done it—you can do 
it. I know you can because I have 
done it. It’s a matter of getting started, 
getting interested, and doing it! It’s im- 
portant, it’s possible, and it’s necessary. 
Look to your forms and systems; they 
are more costly than you suspect. 








Entrance to the building of 
A. Pomerantz & Co., Philadelphia 


Office Equipment 
Retailer Uses 
Cycle Billing 


RICHARD NEUMAIER 
Systems Consultant, Philadelphia. 


EAK loads are as prevalent in a 
stationery store as in most any 
business. It was therefore logical 
that cycle billing was considered when 
reorganizing the accounting department 
of A. Pomerantz & Co. of Philadelphia. 
An old established retail store, strate- 
gically located on one of the main streets 


Ruth Brown validating charge slips with a 
Cummins electric perforator. 


in the center of town, Pomerantz’ slo- 
gan, “The Businessman’s Department 
Store,” is well taken. Its seven floors 
include the following major depart- 
ments: stationery and office supplies, 
duplicating equipment and supplies, of- 
fice furniture and contract decorating 
service, gifts; printing, engraving, bind- 
ing and advertising art service; ware- 
housing, manufacturing, receiving and 
shipping operations which spread into 
three other buildings. 

Clerical difficulties encountered were 
those normally met in an organization 
where the volume of business has greatly 
expanded. Clerical operations had been 
enlarged by an influx of personnel, with- 
out sufficient adjustment in systems and 
procedures. <A statistical analysis of 
customers’ accounts showed that 8% of 
the accounts carried 27% of the activity. 
Naturally the 8% were the larger in- 
dustrial and commercial organizations 
which required individual typed _ bills 
with their merchandise, often in dupli- 
eate or triplicate. In all cases they 
were paying against bills covering in- 
dividual purchase orders and not on 
the monthly statement. It beeame evi- 
dent, therefore, that the high activity 
commercial aéeounts did not lend them- 
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Henry Huber checking sales slip calculations 
on a Comptometer. 


selves to any known method of cycle 
billing. 

Still there were 92% of the accounts 
which could be billed monthly on a cycle 
basis and these were transferred to 
eycle billing. The 8% of “special” ac- 
counts, as they were then ealled, re- 
mained in the accounts receivable ledger 
set-up and continued to be posted in 
the conventional manner on a_ Bur- 
roughs bookkeeping machine. 

The old procedure required the check- 
ing of credits through a visible record 
file, where the folio number was also 
entered on the customer’s order. The 
new procedure is entirely alphabetic and 
all credit checking is performed directly 
from the cycle ledger card. But this 
is getting ahead of the story. 

The cycle accounts were divided into 
nine cycles, with nine controls and mail- 
ing dates. The special accounts, with 
their daily billing and mailing require- 
ments, were assigned to control No. 10, 
with a mailing date for the statements 
after the first of the month. The new 
system required different housing and 
equipment: Diebold cycle files, Cum- 
mings perforator, Savasort sorters, Un- 
derwood duplex adding machine, Comp- 
tometer, Bates electric stapler, and 
an Underwood Sundstrand cycle post- 
ing machine. At the same time the en- 
tire accounting office was refurnished 
with modern steel equipment. 
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To explain the new procedure, let 
us follow a sales slip from the sales 
person until it is mailed to the cus- 
tomer. The sales slip is made out in 
quadruplicate and all four copies are 
sent via pneumatic tube to the aceount- 
ing department. Credit is authorized 
by looking up the account in the cycle 
files where all special accounts have a 
eredit O.K. card. The electric perforator 
perforates the date as the symbol for 
eredit O.K. The year is left blank 
in the perforator to make fewer holes 
and keep the sales stub legible. The 
date on the sales check and the sales 
check number identify the year. All 
four copies of the sales slip are sent 
to the shipping department where the 
address label and packing slip copy are 
used. Shipping information is entered 
on this second copy. The three remain 
ing copies are forwarded to the aecount- 
ing department, where processing is as 
follows: 

1. Check all caleulations of sales slip 
on Comptometer for correctness. 

2. Check legibility of sales slip. 

3. Sort sales slips in a 50 - division 
sorter by salesmen according to their 
various departments. 

4. Add sales amounts on the duplex 
adding machine by salesmen in Register 
A, and clear totals. On completion of 
a department, clear Register B. 


5. The 12 department totals separate- 


Phyllis Costello sorting sales slips by cycle 
controls. 














Julia Payne accumulating totals on an Under- 
wood Sundstrand adding machine. 


ly accumulated in Register B are then 
added again for a grand total of all 
sales. (The third copy is now separated 
for sales analysis by the sales manager). 

6. All sales slips are re-sorted alpha- 
betically in a 100-division sorter (80 
alphabetical divisions are for nine cy- 
cles and 20 alphabetical divisions are 
used for the special accounts). 

7. The alphabetically sorted sales slips 
are added. As the alphabetic divisions 
are broken down in the same manner 
as the cycle files, it is possible to aec- 
cumulate totals for each cycle in Regis- 
ter A, and at the same time get ac- 
eumulation of all cycles in Register B. 
A sub-total after the accumulation of 
the ninth cyele provides the control to- 


Claire Fishman 


billing on an Underwood 
Sundstrand cycle biller. 


tal for all cycles. After adding the 
10th control (special accounts) a grand 
total is cleared out of the machine on 
Register B. This grand total must equal 
the previously accumulated control to- 
tal in the department sales analysis. 

8. The sales slips sorted in alphabeti- 
eal sequence for cycle control purposes 
are filed in the cyele file in front of the 
ledger card for the applicable account. 

9. The sales slips for the special ac- 
counts are given to the billing clerk for 
typing the bills. 

10. The controls for returned mer- 
chandise and cash received are handled 
in similar manner by sorting and add- 
ing operations in their specific con- 
trols. 


Betty Boettger writing special bills on an 
IBM manifolding typewriter. 


If this control operation seems com- 
plicated, remember it includes all the 
operations previously required, such as 
accumulation of salesmen’s sales, depart- 
mental sales, checking of calculations 
and additions, sorting by folio number 
and accumulation of totals by ledger 
controls. 

The posting operation begins at the 
cycle date. The control ledger is 
checked to assure that all media for 
both debit, credit and returned mer- 
chandise has been filed and are ac- 
counted for. Triplicate snap-apart state- 
ments with name and address are hand- 
typed and inserted behind the ledger 
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Bernadette Mcinnis posting special accounts 
on a Burroughs bookkeeping machine. 


ecard of every account with an old 
balance or posting media. (Address- 
ing machinery will eliminate this hand- 
typing in the near future). 

The actual posting on the Underwood 
Sundstrand is the least time-consuming 
step in the entire operation. The op- 
erator removes all media for one ac- 
count: sales slips, credit slips, merehan- 
dise eredit, ledger card and triplicate 
statement from the cycle file tray. The 
media is placed on a tray on top of the 
posting machine. The ledger card and 
statements are inserted in their respec- 
tive openings on the front feed of the 
carriage and posting proceeds by in- 
dexing the following: old balance pick- 
up, department numeric identification 
code number, debit items, merchandise 
return items, credit items. 

The machine automatically produces 
the balance, and also repeats on the 
ledger card the date, total debits, re- 
turns, credits and new balance. The 
ledger card is then returned to the cycle 
file. The triplicate bill together with 
the media is forwarded to the mail desk 
where the following operations take 
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place: visual check of media against 
statement, separation ef statement into 
three parts, stapling of original media 
to original statement, and stapling of 
duplicate media to duplicate statement 
to be filed for reference. 

The control totals of the cycle con- 
trol clerk are checked against the ac- 
cumulated control totals of the cycle 
billing machine and the opening bal- 
ance must tie in with the closing bal- 
ance of the previous month. Total debits 
must equal cycle control sales total. 
Total merchandise returned must equal 
cycle control total. Cash must equal 
cash cycle control total. The statements 
together with their sales slips are re- 
leased for mailing as soon as the con- 
trol clerk has balanced out the cyele 
controls. Window envelopes are being 
used with a postage meter for sealing 
and metering. 

The main features of this new post- 
ing operation are in the elimination 
of a separate credit file. Filing in 
strictly alphabetic sequence, instead of 
folio numbers (a hangover from the 
old bound ledger days) speeds the cash- 
iering of checks. Simultaneous adding 
of salesmen’s and departmental totals, 
accomplishes the sales analysis in fewer 
steps. As the actual handwritten sales 
slips are used in over 70% of the trans- 
actions, there is a tremendous saving on 


(Continued on page 132) 
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Irene Chialastri stapling sales slips to the 
statement with a Bates electric stapler. 
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Measuring a Form’s Legibility 


JOHN T. DAVIDSON 


Chief Engineer. Standard 


T least 70% of office activity con- 

sists of writing, reading, handling, 

filing and otherwise dealing with 
papers. The end-product of machines, 
systems and procedures, is facts and fig- 
ures expressed on paper for somebody’s 
use. The executive or other person using 
the finished form is interested only in its 
accuracy and his ability to read the 
characters and figures readily and easily, 
with a minimum of eye fatigue. 

In the complexities of business today, 
multiple copies of business forms are 
essential. Interleaved between the vari- 
ous copies is carbon, the first copy ob- 
taining its impression from the ink 
ribbon on the business machine. Copies 
vary from one to 25, the usual number 


<CONDENSER 
\ LENS 


PHOTO MULTIPLIER AMPLIFIER 
TUBE x 


Register Co., Dayton, Ohio. 


being five or six. Paper weights and 
thicknesses vary in accordance with the 
need. Individual business machines 
vary from model to model and from 
maker to maker. These variables neces- 
sitate a high degree of skill in the 
preparation of the carbon inks and se- 
lection of papers and tissues. 

The carbon furnished by the progres- 
sive business forms manufacturer today 
is so far removed from the carbon of 
yesterday that it is not even comparable. 
The improvement in this field has been 
caused by the constant demand for ad- 
ditional copies and more readable copies. 

To read and comprehend a business 
form, the office worker’s eyes must focus 
on the written matter and distinguish 


METER 














Fig. |. The legibil- 
ity meter developed 
at Standard Regis- 
ter Co. in an effort 
to ease the eye- 
strain of office 
workers. 
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Fig. 2. The legibility 
of a carbon impres- 
sion is figured by 
subtracting the aver- 
age reading of light 
reflected at the sides 
({a-c) from the light 
reflected at the cen- 
ter (b). 





LEGIBILITY SCALE 





Fig. 3. How the 
recording tape 
would chart a 
perfect charac- 
ter (see the 


f 

: 

i 
tapes on page f : 

t 

} 




















the form of characters and of whole 
words and groups so that the eye may 
send the information to the brain. The 
human eye varies from person to person. 
Lighting conditions vary, mental alert- 
ness also enters into the speed and ef- 
ficiency of this labor-operation. 

Ultimately, however, other conditions 
being the same, it is the difference or 
contrast between the individual charac- 
ter and its background which determines 
legibility. The difference is a matter 
of (a) light-reflecting characteristics 
and (b) sharpness of definition. Con- 
sidering an illegible carbon copy of 
typed matter, the cause is insufficient 
difference between the character’s ex- 
treme light gray tone and fuzzy outline, 
and the paper. 

Research organizations of the light- 
ing companies have spent thousands of 
dollars to improve lighting conditions 
in offices and today most modern of- 
fices have reasonably efficient lights un- 
der which to work. 

A great deal of research has been 
conducted in the field of colors and their 
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Fig. 4. A fuzzy and a sharp character. 


effect on the human eye. Authentic in- 
formation developed along this line has 
been so distorted by many writers of 
popular pseudo-scientifie articles as to 
build up considerable confusion in the 
mind of the layman. In beginning their 
project, our research engineers made a 
study of previous work to eliminate as 
much repetition of experimental work 
as possible. The conclusion was that 
the human element and variables out- 
side the control of the laboratory had to 
be eliminated. As a result of further re- 
search, a machine called a Legibility Me- 


. ter was developed and built. 


The difference in light-reflecting char- 
acteristics between white and black is 
considered the maximum legibility fac- 
tor. Using the standards of white and 
black of the U. S. Bureau of Stand- 
ards, the factor has been empirically 
stated as 1,000. This method of measur- 
ing legibility refutes assumptions that 
tinted papers are easier on the eyes. 
Insofar as a background tint absorbs 
light, it reduces the difference between 
the character and background and, by 
so much, adds to the difficulty of read- 

(Continued on page 88) 











Planning the 
Records Storage Center 


EMMETT J. LEAHY 
President 


ROBERT E. WEIL 
Assistant Vice President 


National Records Management Council, New York. 


VERY business organization pro- 

duces records as a normal function 

of its daily operation. The produc- 
tion process creates problems. With 
Government business looming larger 
once again in our economy, the records 
problem is complicated. These records 
problems, like all others, require a man- 
agement solution. Fortunately, in the 
last few years, the value of records 
management in terms of cost reduction 
has been approaching the recognition 
management has always displayed in the 
production and sale of goods. 

Too often busy executives, intent on 
the solution of other problems, are in- 
clined to think of business records as 
an occupational disease, a necessary evil 
aggravated by the office machine age. 
They believe that there is no point and 
little return in attempting to cope with 
them. This does not mean that all in- 
dustry has succumbed and done nothing. 
We of the National Records Manage- 
ment Council, in our daily work with 
corporations throughout the country, 
have observed and taken part in pro- 
jecting many fine examples of new and 
marked progress. These instances are 
significant because they not only have 
brought the problem under control but 
they have also reflected major savings. 
As examples, one company reports 
$250,000 annual savings; another, $110,- 
000; a third, $98,000; and so on through 
the list. Each instance paid dividends. 
However, we are keenly aware of the 
fact that even where progress is being 
made there is too often a failure to 
tackle the whole problem. 

Among other definitions, Webster says 
that a record is “something written or 
transcribed to perpetuate a knowledge 
of events.” This is an excellent defini- 
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tion, provided that perpetuation is kept 
within the limits of legal and historical 
requirements as well as business neces- 
sity. Reeord making and record keep- 


ing cost money. Presumably every busi- 
ness man should be interested in keep- 
ing these costs to a minimum. 
is correct, 


If this 
presumption management 


must: 


1. Consider the effect of all other ac- 
tivities upon record making. 

2. Control the creation, use, location, 
housing, and retention of records from 
birth to death. 

3. Arrange for the protection of vital 
records against enemy action, fire, flood 
or any other disaster. 

The accomplishment of these activi- 
ties is records management, which by 
definition is: “the application of scien- 
tific controls to an organization’s crea- 
tion, use, maintenance, protection and 
disposition of records.” Let us take a 
brief look at each of these management 
areas. 

Records, like humans, display both in- 
herited and acquired characteristics. The 
inherited characteristics arise out of or- 
ganization, methods and procedures; 
they also result from requirements im- 
posed by government and other super- 
visory bodies. Except for the last group, 
these factors are controllable by any 
given organization. Effective organiza- 
tion and well defined methods and pro- 
cedures form the solid bedrock upon 
which streamlined record making is 
founded. Understandably, the ideal in 
any given situation is rarely possible 
for many reasons, not the least of which 
is the strength of the many personali- 
ties involved. The intportant issue is 
recognition of the effect of the ideal 
upon cost reduction in record making 
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Buy with an eye 
to the future... 


When you buy a Burroughs you can be sure of owning an adding machine 
that’s soundly constructed with an eye to lasting performance—for today 
and for the future. Here's a proved machine that, day in and day out, sets 
the pace for the work ahead—in the years ahead. The Burroughs has 
gained and maintained its world-wide reputation for dependability and 
durability, because it's designed to last a business lifetime. Consult the 
yellow pages in your phone book for the Burroughs office nearest you. 
Burroughs Adding Machine Company, Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE'S 


Burroughs 











RESULTS OF INSTALLATION 
IN FIVE CITY DEPARTMENTS: 


Vaal 





0s teem SIGRAeE 
tS trem OFFICES 


SOLD 
AS 
WASTE PAPER 


10% trem STORAGE 


Results of a records management program installed by National Records Management 
Council for the City of New York. 


and a continuing effort to approach the 
ideal. 

Onee the foundation is in existence, 
records are born. In many instances, 
the birth is haphazard. Upon investiga- 
tion, one often finds that, like Topsy, 
records “just growed.” The alternative 
is records birth control, a method to 
eliminate, consolidate, revise and sim- 
plify records, including forms and re- 
ports, and streamline procedures inci- 
dent to each case. It involves establish- 
ment of an organizational element with 
authority to: 

1. Improve current record making, 
including forms and reports, as to pro- 
cedure, content and format. 

2. Control future record 
along identical lines. 

Council experience has shown that 
upon initial installation of records birth 
control, 30% of forms can be eliminated 
or improved. The result is expressed 
not only in reduced printing costs, but 
also in personnel, equipment and space 
savings. 


The 


creation 


acquired characteristics of 


records result from the personalities of 
the creators and users. The effect is as 
wide a variety of purpose and method 
as human nature is diverse. Many ex- 
amples could be given to illustrate the 
need for method standardization. One 
in particular appears often on the busi- 
ness scene. Few organizations establish 
standard methods for filing; train all 
personnel, including secretaries; limit 
material that requires filing; and ac- 
count for retention of records within 
the file patterns. Added to this is the 
fact that most people believe that they 
are fully qualified to organize filing 
systems. As normal personnel turnover 
moves people through the same job, 
many of them revise file patterns to suit 
their own conception, file papers that do 
not justify the space occupied and so 
re-arrange the material that in time the 
purpose for which the file was estab- 
lished is lost in confusion. 

The cost to the company in terms of 
work duplication, operational delays 
and eventual reconstruction of a file pat- 
tern far exceeds the initial cost of 
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QUESTION: 


HOW DIFFICULT IS IT 
TO OPERATE AN 


\oorne 











It's child's play to operate .. . 
and, from infancy to a ripe old 
age, the OLD TOWN 
COPYMAKER'S fewer parts 


mean trouble free operation. 


You get HUNDREDS of crisp, 
clear COPIES, LIGHTNING 
] FAST — from a SINGLE sheet 


of carbon paper .. . and up to 
ANSWER : six colors in the same operation. 





1. Type, write or draw just 
ONCE on master sheet. 


2. Erase errors just as on 
ordinary paper. 


3. Attach master to ma- | 
| 





* MANUFACTURERS OF 
chine, press button and DUPLICATING MACHINES AND SUPPLIES 


presto! CARBON PAPERS * RIBBONS 
: Dept. 06 * Brooklyn 17, New York 


RELIABLE * ECONOMICAL 


I'm interested in hearing more about your 
SIMPLE * FAST « ACCURATE , oie Senn encarta : 








Name: 








Address: 
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YOUR OFFICE | 
| 


BUSINESS 
SUPPLIES by 








| For more operating efficiency— 
in your office, in your warehouse 
or in your factory—make sure 
» that your business supplies 
carry the ENNIS name—first 
name in America for fine 
paper products for general 
business use. Buy them from 
your dealer now. 





Ask your dealer 
for ENNIS 
products... 

he’s sure to have 
them! 


‘Ennis 


TAG & SALESBOOK CoO. 


Manufacturers of Paper Products 

Factories at Ennis, Texas ¢ Chatham, Va. 
Branches in Houston, Dallas, Birmingham, New 
Orleans, Albuquerque, Los Angeles, Denver, 
St. Lovis, $t. Pavl and New York 





standardization and training. Most 
everyone has seen and probably laughed 
at the seemingly absurd situations por- 
trayed in cartoons on this_ subject. 
Such conditions are not funny. 

Since records must be maintained in 
the office, it is important to consider 
both the need for equipment standardi- 
zation and the appropriate use of equip- 
ment. The advantages are obvious. For 
example, miscellaneous sizes of corres- 
pondence filing cabinets wastes space. 
A five-drawer cabinet in an office requir- 
ing a three-drawer cabinet, and three- 
drawer cabinets in a central file, waste 
space and equipment. Similarly, stor- 
age of supplies in file cabinets wastes 
both space and equipment. These are 
typical errors to be found throughout 
industry. They are easily remedied. 

Industry spends millions of dollars 
annually in the useless retention of un- 


necessary records in the wrong places 
under wasteful conditions. These ex- 
penses can be drastically reduced by the 
application of an integrated system of 
records management. To illustrate, the 
council, as a result of four years of 
applied research and successfully com- 
pleted installations, has evolved a sys- 
tem called VALVE-Controlled Record 
Keeping. The code name VALVE ap- 
plies five standards to set custom de- 
signed controls on the location, flow, and 
disposal of records. These standards, 
measured against each given case of 
record keeping uncovered through pre- 
cise inventory, are Value, whether ad- 
ministrative or historical; Activity; 
Legal requirements; Volume; and 
Efficiency. The system not only con- 


trols the flow of office records to a new- 
type records service center (in more 
cases, to the wastepaper dealer) but it 


Before (left) and after (above) views of 
New York City's records storage center. 
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RESULTS OF INSTALLATION IN 
COMPANIES A & B 


1% trem S1enegr 
1% tes OKES 


SOLD 
AS 
WASTE PAPER 





9% tow OFFICES 


TRANSFERRED 
TO NEW-TYPE 
RECORDS CENTER 


Results of a records management installation by National Records Management Council 
in two private companies. 


) also controls all records for ready refer- 


ence through a series of newly designed 
tloeator devices. The proof that indus- 
‘try drastically reduces expenses through 
| these management methods is evident 
‘in the average result figures below: 
* 35%-45% of records sold as waste- 
"paper. 
20%-35% of reeords transferred to 
the low-cost records service center. 
20% -35% of records retained in high- 
wost office space. 
The percentages translate into operat- 
ing efliciencies and savings in this 


cad 
Yisposal of Records: 


1. 100° saving of space and equip- 
ment. 

2. Immediate dollar return through 
wastepaper salvage. 
Transfer of Records: 

1. 100% saving of office space and 
equipment. 

2. 94.74% reduction of 
and service cost. 
Control of Records: 


maintenance 
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1. Immediate reference availability. 
2. Positive company policy. 
3. Surety of retention of 
records. 
Reduction of Quantity: 

1. Increased efficiency of operation on 
remaining records. 

2. In certain instances, personnel re- 
ductions. 

3. Improved space utilization. 

It was stated above that industry 
spends excessive amounts on records re- 
tention in the wrong places under waste- 
ful conditions. For the present pur- 
pose, let us disregard the retention of 
unnecessary records in the office and 
consider only examples of retention in 
storage. 

Companies often move records from 
one wrong place to another, only to 
move them again to make room for 
more important operations. The im- 
portance of the other operations is 
recognized. The objection is to the ex- 
cessive cost of moving records. The 
following is quoted from In Records 

(Continued on page 142) 


essential 
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— 
A }; ot bookkeeping work! 


a 

kd 

po! "Relax, Jim. Since 
our printer sold us 
on Hammermill Ledger 
we can get work done 
faster .. . and neater!" 


For more than 37 years, Hammermill 
Ledger has been making accountants’ 
work easier. They like its firm surface 
that rules perfectly, provides clean 
printing on accurate forms... approve 
its special non-glare finish that saves 
eye-strain, speeds work, stands era- 
sures and rewriting. 

Hammermill Ledger is ‘tough, too, 
keeps its good appearance and snap 
through years of repeated handling. It 
has a splendid texture for typing or 
writing and for machine posting there 
is a special finish identified by the 
watermark “Postfng Finish.” 

See for yourself why so many ac- 
countants prefer Hammermill 
Ledger paper. Send the cou- 


pon for a free sample book. Pia 


Wa 





F Company, 
Hammermill Pees i Evie 6, Pa. 


3 East La 
a se send me—F REE—the sample book of 
AMMERMILL LEDGER. 
Name ; 
Position 
(Please 


letterhead.) 


Ae : siness 
_ on, yout bu 
attach to, or writ . TO-JUN 


MADE BY THE MAKERS OF HAMMERMILLE BOND 
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Mechanical Pencils Efficient in 
Offices Where Usage Is Planned 


66 O you believe the use of mechani- 
eal pencils by office employees 
would inerease efficiency, save 

time and money?” This question was 

put to a cross-section of the readers 
of Tue Orrice and a substantial ma- 
jority answered in the affirmative. It 
was surprising how many office execu- 
tives knew all about the benefits of 
mechanical pencils and even more sur- 
prising that, of the group admitting 
knowledge of these benefits, only about 
half indicated that their firms supplied 
office workers with mechanical pencils. 
' Varying reasons were given for either 
} buying or not buying mechanical pen- 
‘ceils for workers. Outstanding among 
‘the benefits reported by users of me- 
Bactor, pencils was the time-saving 


factor, the use of mechanical pencils 
‘resulting in a reduction in absence from 


athe desk. 


Most executives own and earry a me- 
‘chanical pencil. This personal pencil 
is generally an expensive one, often a 


gift. The executive sometimes asso- 
ciates the value of this personal pencil 
with the cost of all mechanical pencils 
and perhaps this is one reason why many 
executives who are convinced that me- 
chanical pencils are efficient tools still 
do not give them to all office personnel. 
One thought advanced by firms that had 
discontinued the practice of furnishing 
mechanical pencils to employees was 
that the pencils had to be replaced too 
often. This was attributed to employees 
losing or breaking them or visitors 
walking off with them. On the other 
hand, many firms did not seem to think 
this a great problem particularly where 
a control system was used. With the 
non-users, replacing a mechanical pen- 
cil seems to present a bigger cost bug- 
a-boo than is considered when handing 
out other office supplies. 

Perhaps the office manager, or other 
management executive, should view the 
replacement problem from a different 
perspective, considering additional an- 


The controller's division of the plant accounting department of Armour & Co. where Autopoint 
mechanical pencils have proved efficient, according to J. S. Bajgert. 
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Get the inside story before you buy any dictation system 


look things over. That clean, streamlined 


When buying a car, you look “under the 
assembly means easier, less expensive serv- 


hood.” We urge you to do just that, before 


buying a dictation system. AUDOGRAPH’S 
uncluttered, functional interior gives better 
performance, and helps increase office out- 
put up to 30%. 

AvuDoGRAPH is lowest in cost of opera- 
tion, in maintenance cost—and in purchase 
price. AUDOGRAPH is the only dictating ma- 


ice. 

Simply soundwrite sales reports, memos, 
conferences, at your convenience. You'll 
double capacity for business action. Disc 
holds a full hour’s dictation. Single-lever 
control means no difficult adjustments. For 
the full story send the coupon today. 


chine where you can flip up the cover and 


Features make it finest! 
The Gray Manufacturing Company 
. Hartford 1, Conn. 
Send me Booklet R-6 “Manpower 
—Starts With YOU!” 


AUDOGRAPH sales and service in 180 U.S. 
cities. See your Classified Telephone Direc- 
tory under ‘“‘Dictating Machines.’’ Canada: 
Northern Electric Company, Ltd. Abroad: 
Westrex Corporation (Western Electric 
Company export affiliate) in 35 countries. 
AUDOGRAPH REG. U. S. PAT. OFF 











TRADE MARK 
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William Carr and James MacLean use Auto- 
point 2-color mechanical pencils at the bond 
trading desk of Northern Trust Co., Chicago. 


gles. Mechanical pencils provided for 
use by office workers in their daily 
routine should not be confused with the 
types of expensive pencils carried by 
executives. Gold trim on expensive per- 
sonal types run up their cost while 
in no way adding to the pencil’s ef- 
‘tic iency. Often the same inner working 


vary widely in cost. The added value 
sis in the outside case of these more ex- 
spemaive models whereas there are other 

mechanical pencils made with simple, 
Bnexpensive plastic barrels that still of- 
fer sturdy construction and good, work- 
ble mechanism well suited for every- 
Way office use. If we consider the cost 
of these inexpensive, though just as 
efficient, mechanical pencils for our base, 
it should be realized at once that the 
Gost of necessary replacements is not 
@ut of line. One very large organiza- 


_ ‘hanism is used in many pencils that 


The real estate department of Northern Trust Co., 


tion employing several thousand office 
workers in different localities through- 
out the country reported that a survey 
among its own employees on brand 
preferences of mechanical pencils re- 
sulted in a majority preference for one 
of the practical, good quality, lower 
priced mechanical pencils. 

No office expects workers to use any 
piece of equipment daily—forever. If 
every item of office equipment must 
have some determinable lifetime be- 
yond which its use is not expected to be 
profitable, the length of life in the case 
of a low-cost mechanical pencil cannot 
be compared with that expected of 
costly office machine. If cost alone is 
used to determine the period of ex- 
pected usefulness, then a mechanical 
pencil provided for general office use 
may be replaced without dismay after 
a few months’ service, if that few 
months’ use has provided the savings 
in time and other efficiencies that most 
users experience and expect to be pos- 
sible. No one gets excited when a 
typist needs a new ribbon for her ma- 
chine, yet the cost of a good typewriter 
ribbon and a good utility mechanical 
pencil are about the same. 

Those who would like to supply their 
office help with mechanical pencils but 
who hesitate doing so because of a be- 
lief that replacement costs would be too 
high, might profit by the experience of 
others who have overcome this problem. 
In some offices where mechanical pencils 
are furnished as standard equipment, 
the employee must pay a nominal re- 


(Continued on page 133) 


Chicago, where mechanical pencils are 


favored. 
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* ALL TIME 
ALL ST; 
by Phates fen" 


Kaew Rea KK eK KKK KKK we eX 


Holder of more speed records than 
any other driver in the world, Ab 
Jenkins, driving his famed Mormon 
Meteor III, smashed 24 marks at 
Bonneville Salt Flats, Utah, July 20, 
1951. Included: 100 miles at 190.6 
m.p.h.; 100 kilometers at 187.7; 200 
kilometers at 191.54. On that blistering 
grind he captured 5 world unlimited 
records, 6 American unlimited, 5 Inter- 
national Class A and 6 American Class A records. And he did it all 
in one day at the age of 68! 

Here's another unusual record: offices in 8 of America’s top 9 
steel companies, 8 of the 10 largest tobacco companies and 10 of 
the nation’s largest 12 insurance companies use Eastern Papers. 
Why not your office? Your business forms and letterheads will look 
better on clean, crisp, distinctive . .. 














Us 


MADE BY EASTERN CORPORATION + BANGOR, 


s selection of Auto Racing's 


i for Grantiond Rice’ 
Write us on your letterhead for Gr pr ere mee 


All-Time All Stors, attractively ifustrated ond 
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WITH FACIT! 


You will not need to employ specially trained 





calculator operators if your office is equipped 
with Facit. This world-famous high-speed cal- 
culator adds, subtracts, multiplies, and di- 
All the figures on vides. It takes only 15 minutes for anyone to 
your five fingers! learn the simple, fast, 10-key system. And after 
some days most beginners can operate a Facit 
calculator so quickly that they do the work of 
many persons—for one person’s wages. Be- 
cause of its astonishingly low price, the cost of 
a Facit is not an expense at all—it’s a wise in- 


™ vestment that soon yields valuable returns. 


: World's most exported 
NOD caicutaror 


° 
AB ATVIDABERGS INDUSTRIER * SWEDEN 


Write for folder 
U. S. SUBSIDIARY: FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 
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Office Machine 
Dealers to Meet in 
Texas, June 16-18 —_ 


HAROLD W. MANN 
Executive Secretary 


Machines Dealers Association will 

gather at their 27th annual con- 
vention in Dallas, June 16-18, to “Meet 
the Men who Manufacture the Mer- 
chandise that Makes Money” for them. 
This slogan refers to the annual ex- 
hibit by manufacturers which is held 
in conjunction with their annual meet- 
ing. Rental of exhibit space was re- 
ported to be near a “sell-out” last month 
with indications that added floor space 
would be needed to accommodate late 
exhibitors, according to Harold W. 


IVP satin of the National Office 


Mann, NOMDA’s executive secretary. 
The convention will open in the air 
conditioned Baker Hotel on Sunday, 
June 15, when the Texas Office Ma- 
chine Dealers Association will be hosts 
at a friendship period from 6 to 8 p.m. 


NOMDA’s board of directors 
Sunday afternoon at 2 p.m. 
Everything will be in full swing the 
next morning with the exhibits opening 
at 9:30. The first business session will 
convene after lunch when Mayor J. B. 
Adoue will welcome the registrants. 
President Liston Jackson will respond. 
Then keynote speaker Walter M. Casey 
will address the gathering on the sub- 
ject, “Selling in Today’s Economy.” 
Mr. Casey is well known as a speaker 
and last month was keynoter at the an- 
nual convention of the National Office 
Management Association. This contact 
with the customers of NOMDA mem- 
bers should provide him with valuable 
material for his date here. The an- 
nual business meeting and nomination 


meets 
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LISTON JACKSON 
NOMDA President 


of officers and directors will follow. 

At 3 p.m. there will be a panel ses- 
sion on typewriters and adding ma- 
chines, and a concurrent panel on book- 
keeping machines. Monday evening at 
6, all dealers and their escorts will leave 
by bus for Wiley’s Ranch for a bar- 
becue dinner served from a _ chuck 
wagon. A cowboy band will entertain 
and play for dancing. Saddle horses 
will be available for those wishing to 
ride and there is a lake for swimming 
on the property. 

Exhibits open again at 9:30 Tuesday 
morning and the business session after 
lunch will hear Dr. Arthur A. Smith, 
vice president of the First National 
Bank of Dallas and a well known econo- 
mist who is considered one of the coun- 
try’s foremost authorities on business 
and economic affairs. The newly elected 
board of directors and officers will meet 
at 4 p.m. Tuesday evening, at 7:30, 
busses will take members to a western 
rodeo. 

On the final day of the convention, 
Wednesday, June 18, exhibits will be 
open as ‘usual and the presidents and 
secretaries of local chapters will meet 
at breakfast. At the noon luncheon 
there will be a thorough discussion of 
the association’s group life insurance 
plan. Also on the decket will be a full 
discussion of NOMDA’s guarantee pol- 
icy and its use. Principal activity for 
the session will be the award of all 
the trophies to the winners of the as- 
sociation’s two membership campaigns 
that have been held since the last an- 


77 








nual meeting in Detroit. These awards 
will be presented by President Liston 
Jackson who originated them as a stim- 
ulus to greater growth. 

Of great interest will be the newly 
created awards that NOMDA will pre- 
sent to the winners of the second cam- 
paign which ended May 31. These 
awards have been created by a _ well 
known designer of such products and 
are expected to make a hit with the con- 
ventioneers. They are in the form of 
walnut plaques with the seal of the 
association and a plate for the inserip- 
tion of the purpose of the award. The 
emblem of the association will be done 
in the colors that are a part of the 
decals distributed annually to its mem- 
bers. 

During the convention there will be a 
legal forum conducted by Charles 
Krause Jr., NOMDA’s legal counsel. The 
annual banquet and dance will close the 
convention on Wednesday evening be- 
ginning at 7:30 in the Baker Hotel’s 
(Crystal Ballroom. 

A large attendance is expected at 
this convention since NOMDA took in 
its 200th new member the middle of 


NOMDA Exhibitors 


EXHIBITOR 


Addo Machine .. er 
R. C. Allen Business Machines, Inc. 
Ames Supply Co. .... 

Barrett Adding Machine Division 
ery Multiplier Corp. ... 

Ral C. Coxhead Corp. . 

Dixie Chrome Products, Inc. 
Duplicator Corp. ....... 

Indiana Cash Drawer Co. 
Inter-Continental Trading Corp. 
Maso Steel Products .. 

Master Addresser Co. . 

National Cash Register Co. 
Olivetti Corp. of America 

Paillard Products, Inc. 

Peerless Steel Equipment 

Polk Bros. Typewriter Co. 

Precisa Distributors, Inc. 
Remington Rand, Inc. 

Royal Typewriter Co 
Shipman-Ward Mfg. Co. 

L. C. Smith & Corona Typewriters, Inc. 
Stanley Manufacturing Co. 

Swift Business Machines Corp. 
Tiffany Stand Co. .. 

Underwood Corp. 

Victor Adding Machine Co. 


BOOTH NUMBER 


ee | 
14-15 





Apnil in its second membership drive 

within a year. To spur action for new 

members Liston Jackson presented two 

large trophies as prizes for the con- 

test that ended December 31. The con- 
(Continued on page 130) 


NOMDA Convention Chairmen, top row: Cecil Dugger, Mrs. R. S. Craig, George A. Paine, 
D. L. Keeney Jr., Roy C. Malone, Mrs. Ralph Nelson, Ralph Nelson, Harold M. Ulrick. Bottom: 
R. S. Craig, Fred Johnson and Cyril Godwin, president, Dallas Office Machine Dealers Assn. 
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OFFICE TIP! 


why lift the box top... 
and “pinch"the sheets out? 








~ 


LYREW RATER 


1) Exclusive feature... with these fine boxed papers: 
‘a es PERS AAA EAGLE-A COUPON: 
QRHUALY RA bs ‘ BOND (100% Rag Extra Number One} 
EAGLE-A AGAWAM: 
BOND, ONION SKIN (100% Rag) 


EAGLE-A CONTRACT: 
BOND (75% Rag) 
EAGLE-A ACCEPTANCE: 
BOND (50% Rag) 


EAGLE-A TROJAN: 
BOND, ONION SKIN, 
MANUSCRIPT COVER (25% Rag) 


EAGLE-A QUALITY: 
BOND, MANIFOLD (Number One Sulphite) 





EAGLE-A 


»».when EAGLE-A's BOXED 


PAPER 


"Hinge-Top" box lets you TYPEWRITER PAPERS 


slide out the sheets you need! 








more PROFIT 
this year with 


\ th NEW 
SuRE-RItTEN pc LINE! 


This new Sure-Rite Direct 
Direct Image Plates manne, yee MD “troubie- 
. ree. esigne Oo give 
Carbon Ribbon . sharper, clearer, more eas- 
Etch & Fountain Fluid ily read copy, and has out- 
Blanket & Roller Fluid et. dimensional sta- 
ility. No “scumming up.” 
Offset Inks 5 : This easy-to-handle plate 
Fabric & Offset Ribbons gives you the results. you 
want on the very first copy. 
4 sdvertised Unconditional guarantee. 
4 ' de ‘ - 


in Collters 





T IMAGE plang 


a 
Ab 
ms 


Phone, write 
or wire today! 


choice distributorships available to qual- 
ified dealers. Inquire now for full infor- 
mation. 


AMERICAN STENCIL MFG. COMPANY 


2714 Walnut Street © Phone AComa 2714 ©@ Denver 5, Colorado 


S Dealers — There are still a number of 
R 
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A portion of one of the exhibit rooms at the annual NOFA Convention. 


Over 1700 at NOFA Convention 


meeting in its short history, over 
1700 people attended the Sixth An- 
nual Convention-Exhibit of the National 


Tessstne in to the most successful 


Office Furniture Association at the 
Chalfonte-Haddon Hall in Atlantic City, 
April 23-25. Every type of office 
furniture and accessory was closely 


studied during this three day period at 
the exhibit booths of over 100 manu- 
facturers. 

The program offered a well-balanced 
mixture of prominent national speak- 
ers, who effectively held the attention 
of the overflowing crowds, with tech- 
nical seminars and lectures by industry 


The annual banquet held during the NOFA Convention in Atlantic City. 
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leaders. Among the provocative latter 
sessions were the office furniture in- 
dustry clinic, led by Moe Turman, first 
president of NOFA, and the closing 
luncheon at which Paul M. Fletcher, 
management consultant to the associa- 
tion, gave specific answers to many of 
the problems facing dealers, while simul- 
taneously proposing new ideas for their 
consideration. 

The prevailing opinion of both deal- 
ers and manufacturers attending was 
optimistic. It was felt that inventory 
adjustment explained the slightly slow- 
er pace of business as compared to the 
corresponding time a year ago. Allo- 
‘ations and deliveries have eased in some 


V. L. CALDWELL 
of John Wanamaker 
Co., Philadelphia, was 
elected president of 
the National Office 


Furniture Assn. 


items, although conditions are not yet 
what was once called normal. The metal 
office equipment manufacturers still face 
some difficulties in obtaining materials. 
On the whole, the basie outlook for the 
members of NOFA continues prosper- 
ous. The more progressive manufactur- 
ers and dealers alike are prepared for 
a continually changing business scene. 
THE Orrice Magazine award, a plaque 
presented each year to the local chap- 
ter with the greatest increase in mem- 
bership over the previous year, indi- 
sates the growth of this vigorous organi- 
zation. The award this year went to 
the Philadelphia Chapter which had an 
increase of 15.8% over its previous 
year’s membership. William R. Schul- 
hof presented the plaque to Jules S. 
Ermel, William F. Murphy & Sons, 
stationers, of Philadelphia. The award 
presented by Office Appliances for the 
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THE CARLTON-DUVALL DESK 


@ This dramatic, semi-circular flat-top desk is XE C y T 4 VW & thy 


116 inches in length (on outside curve), has a fluted base and 


can be had in genuine Honduras Mahogany or American Walnut; 
finished in bleached, natural or special color. Top in any colored 
top-grain leather with 24-karat gold tooling. Hardware in 

bronze or special metals. Limited cutting of twenty-five; 

acknowledged by leading architects, decorators 


‘ ac , h f unbo If, 
and dealers as the most outstanding companying c air is of un mca 


: brown and white or black and white 
executive desk in 


b Also available in any color leather to 
ee harmonize with room decor 

Leading industrialists are our publi 
cists—an inquiry to our Contract Division 
about the many services rendered by 
Carlton-Surrey, Inc. will receive prompt 


ue J attention and immediate reply 
come | 























A typical Rock-a-File Steel MODULAR private-office 


m ie) re | U | © | r fu r n it U r e interior. Modern in oppearance—efficient in design. 


choose the arrangement Just tight for you! 


Rock-a-File MODULAR —the versatile 
office furniture. Precision-engineered for complete 
interchangeability to suit your individual taste and 
personal working habits. 

Rock-a-File MODULAR units—desk, file, book- 
case, waste receptacle, typewriter cabinet, corner 
cabinet and shelf starage cabinet —easily connect 
to companion units to-best fit your office space. 

Here is comfortable, working efficiency com- 
bined with smart, modern appearance that is eco- 
nomical, too. A complete Rock-a-File private-office 
interior actually costs less than a good steel desk, 
table and four-drawer file cabinet combination. 

Steel construction throughout, available in gray 
or walnut finish—also available in wood with natu- 
ral walnut finish. 








WRITE TODAY J: ROCKWELL-BARNES COMPANY 





\ 


as e + Ch 1, 
for catalog and name of nearest dealer or eat Weer Ove | 
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greatest individual contribution — to 
NOFA during the year was won by Ed- 
ward Blau, Max Blau & Sons, New- 
ark, N. J. Geyer’s Topics’ award for 
the most valuable chapter contribution 
went to the Boston Chapter, H. Aus- 
tin, Doten-Dunton Desk Co., president. 

A new slate of officers was elected 
tor the coming association year. The 
president is V. L. Caldwell, John Wana- 
maker Co., Philadelphia. Retiring pres- 
ident Harry Hofherr was awarded a 
television set in appreciation of his 
outstanding contribution to NOFA dur- 
ing his two year term. 

The 1953 convention and exhibit will 
be held in Cleveland. Executive Sécre- 
tary John Gray, whose untiring efforts 
are responsible for much of NOFA’s 
success, is already accepting reservations 
from dealers-registrants and exhibitors. 

Each year has seen NOFA grow 
steadily and continue to move forward 
in a manner seldom evidenced in the 
history of trade associations. Members 





William R. Schulhof (left) presenting THE 

OFFICE Magazine's plaque to Jules S. Ermel 

of the Philadelphia Chapter of the National 
Office Furniture Assn. , 


of the trade who would like to learn 
more about NOFA are invited to write 
to Mr. Gray at NOFA Headquarters, 
175 Fifth Ave., New York 10. 


OF OFFICE 
FLOOR WEAR TROUBLES 
WITH 


AGIC 
AT’ 


You've "covered" the subject of a scarred- 
marred floor behind your desk and added an 


article of smartly designed equipment to your 
office when you slide the beautifully colored 


“Magic Mat” under your desk chair. 
Tough, beautiful floor protection? You've got it. 
Made of 100% vinyl plastic in a marbleized pattern, 
“Magic Mat" comes in harmonizing tones of grey, 


green and brown. Will complement any office decor! 
Light absorbent finish, resists aging, has excellent 
indentation recovery. Sizes: 36" x 45" and 45" x 54", 
standard or heavy duty. Write for name of nearest 


dealer. 


Specialty Mfg. Div. 


888580805 588885888888 8858) 


OUTHERN 


FRICTION MATERIALS CO.—~CHARLOTTE |, WC 


DEALERS: Select dealer and agent territories available. 
Write direct to manufacturer. 
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How does Royal Electric help? 





She keeps her filing up to date because she has the 
time. 


She has the time because she gets her typing 
done sooner . . . on a Royal Electric. 


In fact, this miracle machine speeds up any 
kind of office work . . . letter-writing, stencil- 
cutting, invoicing and billing. 

Royal Electric is the long-preferred Royal 
Standard with power added. Like the Royal Stand- 
ard, it is made by the world’s largest manufac- 
turer of typewriters. Royal makes the finest, most 
rugged, most dependable writing- machines ever 
built. They stay on the job longer . . . with less 
time out for repairs. 


You can cut costs with Royal Electric, and you 
<an keep costs down. Why not look into these 
money-saving possibilities now? 


Made by the world’s largest manufacturer of typewriters 
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Hint to management: Morale among 
your typing people will hit a new high 

. when you install Royal Electrics. 
They virtually banish operator fatigue. 


Send in coupon now! rer Typewriter Co., inc., Dept. 420 


| 2 Park Ave., New York 16, N. Y. 


I would like a copy of the brochure, ‘‘Picture of | 
Progress,”’ describing the Royal Electric. | 


| 
CYA JL roreante | N l 
PORTABLE 
| Company : 








ELECTRIC Ba | 


La ee 
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Don't dial with uncomtortable stretch. 
Don't STRETCH to use your phone! 
Let /T STRETCH to you! 


Reduce Fatigue—Increase Efficiency. 
Install the New “Desk-clear, Space-saving 
Glidex Extenda Phone" 
Once used, you will never be without it. 
Pays for itself alone in time saved. 
Closes to Only 9”; Extends to more than 30”. 
Attach anywhere, office or home. 
This is the only extension made to hold 
present model phones. 
Model 200 for present phones (5!/2" 
x 72" tray) .. $16.50 
Model 300 Inter-phone (5!/2" x 
9'/."" tray) $17.00 
Discounts: 3 or more 10%; 6 or more 
15%; 12 or more 20%. 
Extenda phones available also for French and 
Upright phones. 
Specify whether wall or desk mount is 
wanted. Dealers Invited 


( She) > Ga he) i Te) 7 Wale). 


4536 W. Roosevelt Rd., Chicago 24, III. 





Legibility of Forms 


(Continued from page 63) 


ing. This legibility meter takes into 
account the light reflecting difference 
between the background and the char- 
acter, and the sharpness of definition 
ot the character. It does not and cannot 
take into account the condition of light- 
ing on the paper in use (under which 
glare may be introduced), differences in 
the human eye itself or mental alert- 
ness of the individual. The physical 
building of such a device called on the 
combined skills of physicists, electronic 
engineers, mechanical engineers, and ex- 
perienced instrument and model makers, 
all of which were available in our one 
division. 

The legibility meter measures the 
amount of light reflected from a defined 
area with light provided by a 1,000 
watt projection lamp. In the schematic 
view (Fig. 1) the light from the lamp is 
reflected by a mirror through a con- 
densing lens. The ray of light is re- 
stricted to a line .003” wide. It is 
then reflected by the mirror onto the 
sample. That light reflected from the 
sample is directed into a photo-multi- 
plier tube, the output of which is then 
amplified and registered on a meter. A 
full seale reading of 1,000 on this meter 
represents 100% of the light reflected. 

In Fig. 2, the legibility of a given 
carbon impression is calculated from 
the amount of light reflected at the cen- 
ter (B) of the test character and at 
points .015 inch on either side of cen- 
ter (A) and (C). The two readings 
on either side of center are averaged 
and the difference between this average 
and the reading in the center of the 
character is the legibility factor. 

In addition to the meter previously 
mentioned, there is provided a record- 
ing tape, a sample of which is shown in 
Fig. 3. The heavy line on the chart 
shown in Fig. 3 is that of a perfect 
character where background reflects 
1,000 on the seale and the character 
does not reflect any light and, there- 
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When selecting a manufacturer of BUSINESS FORMS... 


—! 





ce? 
WHAT FACTORS GOVERN your CHO! 





i, EXPERIENCE 


2. FACHITIES 
3. SPECIALIZATI ON 











All relevant factors for judging the quali- 
fications of a business forms manufacturer 
can be boiled down to Experience, Faci- 
lities, Specialization and Service. They are 
used by buyers of business forms to 
evaluate the manufacturing know-how of 
potential suppliers. Here is how Auto- 
graphic Register Company measures up 
to these points: 


* EXPERIENCE Autographic has manufactured ® SPECIALIZATION Autographic has speciainzec 
business forms for 69 years. The thousands of for many years in the design and manufacture of 
users currently served include every type of continuous forms, with or without carbons, for all 

types of office machines. This concentration of 

effort has developed manufacturing know-how 
that enables us to produce workable business 
forms. It is your assurance that forms produced 


business and governmental division. 


a FACILITIES Autographic has the most up-to-date 


equipment for printing, numbering, perforating, 
punching, interleaving, folding and collating 
continuous business forms — including  multi- 
purpose machines thot combine several opera: 
tions. A new factory with 136,000 square feet 
of manufacturing floor space is under construction. 


for you will perform satisfactorily in their end use. 


9 SERVICE Autographic representatives are qualified 


to interpret customers’ form requirements and to 
give technical istonce to methods and operat- 
ing departments in the application and design 
of continuous forms. 





de BUSINESS FORMS 


AUTOGRAPHIC REGISTER COMPANY 
221 7th Street, Hoboken, New Jersey 


"NY 


Founded 1883 








“DEALER'S CHOICE” 


for 
BUILDING BUSINESS 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
wiceaag| open for exclusive as- 
SALES signment. If interested in 
AGENCY securing an exclusive 
PLAN! and profitable agency, 
write for full information. 














BARRETT ADDING MACHINE DIVISION 


Lanston ye Machine Company 
24th and Locust hiladelphia 3, Pa., U.S.A. 


| fore, the difference between the back- 


| 


| ground and the 
In practice, 


character is 1,000. 
however, the legibility 


only tends to approach that shown in 
| Fig. 3, and in Fig. 4 it can be seen that 
what appears to be an almost ideal 


LEGIGILITY FacTOR- iS 


LEGIBILITY FaCTOR-240 


LEGIBILITY FACTOR-180 


LEGIGILITY FACTOR- 160 


LEGIBILITY FacTOR-130 





Fig. 5. Variation 





























































































































in legibility of successive 


carbon copies in a 6-part form. 
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character does not measure 1,000 on 
the meter. The background reading of 
this character is 870 and the character 
itself not being a perfect absorber of 
light reflects enough light to create a 
reading of 160 on the meter scale. The 
difference between these two figures is, 
therefore, the legibility in reading. 

Fig. 4 also indicates the difference 
in profile between a sharp and fuzzy 
character. The two characters are ap- 
proximately equal in light absorption 
at the center but, because the fuzzy char- 
acter feathers out into the background, 
the legibility reading is therefore lower 
or the character is less legible. During 
the thousands of measurements made 
with the meter, samples were measured 
giving a legibility factor as high as 550 
on the seale. The minimum acceptable 
legibility has been set at 150. 

Fig. 5 indicates the difference be- 
tween the legibility of carbon copies 
from the first to the fifth and also shows 
the charts obtained from the recording 
portion of the meter. 


LETTER 
& LEGAL 
SIZES 


VANGUARD 


STEEL STORAGE FILES 


“Double” as active files. Stack without sag 
or bulge. Easy roller operation. Oven- 
baked gray or green—brass finish trim. 
Prompt shipment. 

CONTACT YOUR DEALER TODAY 


Exginccring & anupadliring Company 
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ee 
TYPEWRITER e BILLING 
FAN-FOLD @ PENCIL 
CARBON JACKETS e@ REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e TIME STAMP 
BOOKKEEPING MACH. e ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


xf 


—— 


\ 


CODO CARBON GRIPPER BACKING SHEET 
A patented Codo feature included in each Box of “Super 


Treated” — “Super-Kote” — “Keen-Rite” not for sale 


AF T Fy 


Codo-mrc. corp. 1 aa 
Factory: Coraopolis, Po. \ Tr, 


564 W. Monroe St 
Chicago 6, til 


401 Wood St 
Pittsburgh 22, Pa 


270 Lafayette St 
New York 12, ¥ 








OFFICE MANAGEMENT 


IN GOVERNMENT 





All Paperwork Isn’t Red Tape 


REAR ADMIRAL MURREY L. ROYAR 
Chief, Bureau of Supplies & Accounts, Supply Corps, U. S. Navy, Washington, D. C. 


HE Navy is a large business. Its 

business activities are probably more 

varied than those of any large com- 
mercial enterprise. The Navy builds 
ships, manufactures thousands of ar- 
ticles of equipment including heavy 
guns and airplanes, operates training 
schools, runs hospitals, conduets re- 
search, maintains foreign bases, ete. 
This impressive and broad scope of 
naval activity is in addition to the main 
job of maintaining national security. 
The support of this activity requires 
an extensive supply system. 

The Bureau of Supplies and <Ac- 
counts is the home office of the Navy 
supply system. Its job is to administer 
many Naval business affairs. The Navy 


essential supply, disbursing and ac- 
counting work afloat and ashore. In 
general, it is the mission of both to sup- 
i ply, pay and feed the Navy, account 
' for all Navy expenditures, and to main- 
‘tain good business management and 
practices in fulfilling this mission. In 
addition, the Navy supply system is 
responsible for research, development, 
design and maintenance in food and 
food service, clothing and material 
handling equipment. 

The long supply line of Navy links 
the farms, mines, and factories of the 
nation to the operating forces of the 
fleet. It reaches into every hamlet, town 
and city where the materials of defense 
are produced. It ends up in every cor- 
ner of the world to which the Navy 
may be called. 

Could the Navy's business be earried 
on without the paperwork of the office? 
Consider a moment what really happens. 
Let’s take one simple item—a common 
item, familiar to every youth in the 


: 
: 
3 
q Supply Corps carries out the Navy’s 
; 
t 
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country who has owned and worked on 
a jalopy—gasket sealing compound. In 
its shipyards, Naval air stations and 
other installations, wherever they may 
be, the Navy needs this gasket sealing 
compound. How does it go about get- 
ting it? 

First, the need must be computed. 
How much? So many motors, repaired 
so often — paperwork determines how 
much is needed. How does the Navy 
get it? A procurement document is pre- 
pared, a contract is let and consum- 
mated. To protect the interests of the 
taxpayer, the product must be inspected 
and a record made of the inspection. 
Still the compound has not reached the 
Navy Supply System. So more paper- 
work—processing bills of lading, then 
shipment to one or several of Navy’s 
many supply installations. Here the 
compound is received and the receipt 
recorded on stock records. Perhaps it 
is stored; then its location is recorded, 
too. 

Now the Navy must pay for the com- 
pound. The dealer presents his bill. 
It is certified as to receipt of the ma- 
terial and a public voucher is prepared. 
After the necessary processing (more 
paperwork) a check is drawn. The 
amount of the check is entered on the 
schedule of disbursements. The taxpay- 
er’s money thus is accounted for. 

Does this end the paperwork on the 
compound? By no means. The com- 
pound is issued and shipped to the four 
corners of the earth. Records must be 
maintained to show that it has been is- 
sued, that it has been received, what 
has been obligated and what will be 
needed to replenish the stock. That en- 
tails the recording of inventories and 
their control. By this time perhaps the 
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NEW fo: 
mimeograph users 





Long Run 


ORANGE 
ALL-PURPOSE 
STENCIL 


with or without 
film-topping 


NEW — Ducal purpose Type-Black cushion sheet provides (1) high 
contrast black copy for real typing visibility plus (2) automatic 
proof copy for immediate checking. It’s the first truly efficient two- 
sided cushion sheet. 


“ 


NEW — easy corrections without burnishing. 


For use with all makes of suitable stencil duplicating products 


SAB DICK 


Koll Ma OXol'] LeolaMe co] aia .d 4 Moll oli-s Molale Ml alielgutehilels 


A. B. DICK COMPANY, Dept. 0-652 
5700 Touhy Avenue, Chicago 31, Illinois 





[] with film-topping - [_] without film-topping 
II castillo eligi etn i catalan i 
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LOOK! 
Before You Buy 


Chem-Board Storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They are shipped 
assembled ready for 
use, securely stitched 
with steel wire. They 
have no gum or fixtures 
to work loose. See other 
features below. Write 
today for list of users 
and illustrated price list. 


CONVOY, INC., P.O. Station B, 
Box 216-H, Canton 6, Ohio 


Supports 

over 540 pounds 

and operates easily! 

FEATURES .. . stack to ceiling * mate 
together vertically * operate freely without 
sagging or binding * repel vermin ° can’t 
rust * are impervious to moisture * have 
positive drawer stops * follower-blocks are 
available. 


CONVOY en-Coard, 
STORAGE FILES 





need has been established for paperwork 
in supplying the Navy with one single 
item. 

The Navy requires more than a mil- 
lion different items. The need for each 


must be computed, orders placed, con- 
tracts let and inspection, receipt, stor- 
age, issue and inventory recorded. Each 
must be paid for and accounted for— 
the books must be kept in balance. 


It should be remembered, too, that 
the Navy payroll system cireumscribes 
the world. Wherever Navy men and 


| women are, they are paid on time. 


Without the paperwork of its office, 
the tremendous task of keeping the 
Navy supplied and ready for sea could 
never be accomplished. Battles start, 
rage and stop. But every hour of every 
day and night, the long lines of Naval 
supply and financial support are mov- 
ing to the four corners of the earth. 

The Supply Corps Officer is the 
Navy’s businessman. He _ has _ been 
trained in business administration in 
the finest schools in the country, inelud- 
ing Supply Corps and other military 
training schools. He has studied the 
business practices of industry. Like 
any other capable businessman, he 
knows that unnecessary, unproductive 
paperwork could engulf him unless he 
is constantly alert to prevent it. 

The Navy’s Supply Corps must be 
eternally vigilant to see that paperwork 
is handled efficiently. In keeping it at 
an efficient minimum, several office 
management programs have been highly 
productive of savings to the taxpayer, 
and at the same time enable the Supply 
Corps to do a better job. All reports 
and forms must be continuously exam- 
ined, eliminating those not needed and 
making more useful those required. 

The savings resulting from the Bu- 
reau of Supplies and Accounts Reports 
Control Program now total 156,099 
manhours with dollar savings of 
$435,085. 

The work simplification program - 
which we call methods improvement— 
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master sets are 
new and different 


MODERN spirit duplicating 
calls for CLEEN-SEAL master sets 


With any show of hands among typists and operators you can see why 
CLEEN-SEAL master sets and spirit carbons are voted first choice. That's 
because a new protective metallic surface coating plus edge-seal virtually 
imprisons the carbon to guard against stains and smudges. 

You can have A. B. Dick CLEEN-SEAL master sets and spirit carbons 
in a variety of sizes for long, medium and short runs. There are five bril- 
liant colors—purple, red, green, blue and black. 


Send the coupon below for FREE samples and more information without obligation. 


j a B D | CK 
THE FIRST NAME IN DUPLICATING 


A. B. DICK COMPANY, Dept. 0-652 
5700 W. Touhy Avenue, Chicago 31, Illinois 


I’d like the FREE samples and more information about A. B. Dick CLEEN- 
SEAL master sets and spirit carbons. 


NAME wc cient adic 
ORGANIZATION shat as 
ADDRESS a 

CITY ZONE__STATE 
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For EFFICIENCY and ECONOMY 
USE ATLAS VERTICAL FILES 


ATLAS DELUXE MODEL 


For 300 offset 
plates, x-ray films 
etc. or 500 sten- 
cils the DeLuxe 
is one of the 
many vertical fil- 
ing cabinets 
manufactured by 
Atlas. Construct- 
ed of moony 
auge steel wit 

all - bearing 
casters, locking 
stop-arms, piano 
hinge and sepa- 
rate hanger 
frame. Available 
in three sizes to 
accommodate the 
three widths of 
Atias hangers. 
May be equipped 
with DSH, SH 
Series, PSC series 
GRIPDEX ser- 

hangers. 

Deluxe Mode! — 
3" high, 13" 


26'' deep. 


ATLAS PORTABLE MODEL 


For 100 offset plates, x- 
ray films etc. or 200 
stencils the Portable is a 
compact unit of all steel 
construction. Equipped 
with spring-lock, piano 
hinge and carrying han- 
die. May be equipped 
with DSH, SHA, PSC or 
GRIPDEX hangers. 
24/7." high, 13" 
II"' deep. 


ATLAS HANGERS 


Four series of Atlas han- 
a fill every vertical! 
iling need. DSH Han- 
gars for stencils. 
H Hangers for 
plates. 
PSC Hangers for x-ray 
films, blueprints, stencils 
in file folders, etc. 
GRIPDEX Hangers for 
gow and specialty 
iling. 

Write today for literature on the new Aflas 

Film File and the complete line of 
Atlas Vertical Files. 


ATLAS STENCIL FILES CORP. 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 


wide, 


offset 


96 





is an employee participation program, 
tapping the vast reservoir of human 
thinking which exists in the aggregate 
of our personnel. Coupled with incen- 
tives and awards provision, this pro- 
gram is producing employees’ ideas for 
cutting red tape and streamlining oper- 
ations. Since its adoption by the Bureau 
of Supplies and Accounts some four 
years ago, employees’ proposals for im- 
provement have resulted in the release 
of more than 2 million manhours from 
unnecessary to more productive work. 

A work measurement program enables 
the field installations of the supply sys- 
tem to gauge the effectiveness of its op- 
erations. At the same time valuable 
data, indicating areas for improvement, 
are provided top management. Invest- 
ment in these programs has returned 
high dividends in the reduction of red 
tape which, without efficient controls 
and analysis, seems to go hand-in-hand 
with paperwork. 

Those who toil in the office must re- 
member that red tape will strangle the 
healthiest business. The U.S. Navy 
Supply Corps operates one of the big- 
gest businesses in the world—supplying 
the greatest fighting fleet in history. 
Strangle the business, and we endanger 
that fleet. Endanger that fleet and we 
leave our shores open to attack, our 
freedom menaced by an enemy ideo- 
logically determined to destroy the 
American way of life. 


HA. JONES | 
6) 
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MODERN offset is REcessED offset 


Users of offset duplicators have found REcessED offset with 
A. B. Dick lithograph paper plates and masters different in four 
important ways. 
ONE — longer runs with sharp definition. 
TWO — easier corrections. 
THREE—more successful filing. That means greater fidelity 
in re-runs, ease in adding copy, changing copy and 
deleting copy. 
FOUR — marked superiority in resistance to finger prints. 


For more information without obligation, mail the coupon below. 


= A-B:-DICK 


dommes THE FIRST NAME IN DUPLICATING 


A. B. DICK COMPANY, Dept. 0-652 
5700 Touhy Avenue, Chicago 31, Illinois 


Send me information about REcessED Offset. 
NAME POSITION. 
ORGANIZATION. 
ADDRESS 


CITY 
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' BINDER 
(eA ti Sl 


RARGINAL /9 ; 
PUNCHED = =) 
"r FORMS ) 


Just what you’ve been waiting 
for. STOCK binders to hold 
your continuous or marginal 
punched forms that you use 
on tabulators, billing ma- 
chines, teletype equipment. 
etc. 

ELIMINATE | the 


need for repunching of sheets. 


AVAILABLE IN 3 STYLES 


For current 


customary 


work or storage 


can be 
PRONG or 
Write for 


purposes 
housed in 
VISIBLE 
Catalog L. 


your forms 
POST, 


binders. 


It's Cesco for a complete line of 
Record Keeping Equipment. 


Write for Complete Catalog. 


SC) 
THE C.F. A reppard 





| annual 
| Seeretaries 
| businessmen 





| to women. 
women clerical 





| occupations, the 


THE DISTAFF STAFF 


SAM L. HOOPER 


Manager, Typewriter Department, 
Remington Rand Inc., New York. 


HERE’S an _ advertising slogan, 
“Never underestimate the power of 


a woman,” and after talking to 
hundreds of those who attended the last 
convention of the National 
Association, I wonder if 
should not rewrite that 
phrase. It seems to me it should be, 


| “Never, never underestimate the power 


of a woman in business.” 

In mere—or sheer—numbers, women 
are an increasingly important factor in 
our offices. How important they are 
may be established by reciting a few 
facts. In 1870, business needed only 
82,000 office workers out of a total of 
13 million employees. In 1950, before 
the Korean War, there were over 60 
million employed of which fully 8 mil- 
lion were office workers. In a period 
when total employment was increased 
41%, times, office employment increased 
over 74 times. 

In 1870 there were less than two 
million women gainfully employed in 
the United States. Almost all of them 
were domestic servants, dressmakers or 
workers in allied activities such as the 
clothing and textile industries. There 
were almost no other occupations open 
In 1870 there were only 893 
workers in the entire 
country, probably all “scribes or book- 
keepers.” 

Each decade from 1870 has shown a 


| total increase in women workers with the 
| greatest growth in clerical and kindred 
| positions. 


In 1870 women represented 
only 3.1% of all office workers. In 1940 
they represented 54.1% of all office 


| workers and even this figure does not 


take into account the tremendous rise in 


| women in business which took place to 
| satisfy an allout defense program. 


From 1870 to 1940, in eight selected 
number of business 
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Why INVINCIBLE Desk and Table Tops 
are “Tops” for Beauty and Durability 


Careful attention to so-called ‘minor details’ 
are major factors in the superiority of In- 
vincible office equipment. The drawing at the 


left shows details of steel tops on tables and 
desks in “MODERNAIRE’’—the up-to-the- 
minute line of steel furniture. Note how the 
linoleum is molded around the attractive 
curved edge . . . how it is protected by the 
stainless steel binding, from being scuffed by 
contact with chair backs or movement of ob- 
jects through aisles. Corners—where tables 
and desks are subjected to greatest wear—are 
protected by stainless steel caps. The entire top 
and binding fit into the desk rim of angular, 
heavy-gauge material which is securely bolted 
to the corners of each pedestal. Rim easily 
may be removed in case user desires to change 
the top size of desk at some future time. For 
detailed information on other construction fea- 
tures which help convince users that Invincible 
furniture is a wise investment “for better busi- 
ness living’’-—write the factory direct. 


VINCE 


COMMERCIAL OFFICE EQUIPMENT 
INVINCIBLE METAL FURNITURE CO. © MANITOWOC, WISCONSIN 
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women increased about 40 times, where- 
as the total number of women workers 
increased somewhat less than 7 times. 
About the turn of the century, women 
began to assume positions “that carry 
great prestige in our business dominated 
economy,” according to Janet M. Hooks 
in her book, Women’s Occupations 
Through Seven Decades. Nearly 27,000 
women were proprietors, managers and 
officials in industry in 1940—over 100 
times aS many as were reported in the 
1870 census. 

Of course, these are just numerical 
facts. They come alive, however, when 
we look around our own offices and see 
for ourselves the real places of women 
in business. When we see hundreds of 
our secretaries meeting on their own 
time and money to educate themselves 
and lead the 12,000 or so members of 
the National Seeretaries Association in 
increasing their value to business execu- 
tives. They invited a man to deliver 
the keynote address for their conven- 
tion; one who had been intimately con- 


There are more women at work, according to 

the Department ef Labor's Bureau of Labor 

Statistics. Women who enter the business 

world through the office find that typing skill 

is most often required by the majority of 
employers. 


nected with the development of the type- 
writer on the basis that it was follow- 
ing the first manufacture of the Rem- 
ington No. 1 in 1873 that women got 
their foothold in business. 

Roughly, the typewriter determined 
the early start of women on their road 
to independence. It provided the bridge 
over which the girl stenographer and 
typist came into business. The “eight 
strong young women” who made up the 
first Ballard School—YWCA “typing 
class for young ladies” was not the 
“foolhardy step and obvious error in 
judgment” it was branded. The female 
mind and constitution was found equal 
to a six months course in typing and 
the eight original “Amazons” have 
grown to over three million typists now. 

Women who qualify for Certified 
Professional Secretary Certificate will 
be more than typists. Basie shorthand 
and typing skills will be guaranteed, 
of course, but the young lady with a 
CPS certificate will offer much more. 
She'll have passed exacting tests in 
commercial law, business English, cor- 
respondence and in many other “secre- 
tarial” accomplishments. The CPS 
secretarial standard will put women 
further into many businesses by pro- 
viding many erstwhile typists with the 
equivalent of university studies in sub- 
jects which are immediately beneficial 
to the businessman. 

Two things are remarkable about this 
program. First, it is for the benefit 
of the great majority of women in busi- 
ness. The rise of outstanding women 
to places of executive leadership in 
business management is dramatic, but 
the up-training of thousands is possibly 
more important. Secondly, this program 
is being put into action by the seecre- 
taries themselves. They have recognized 
the need for it and are setting about 
answering the need. Few men will think 
offhand of too many comparable worth 
while movements in self-training and 
development of men. 


It is not surprising to find the in- 
fluence of women in business on the 
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® “Ruth, run down to the postoffice 
and get ten dollars worth of stamps!” 
... But Ruth also ran into a sudden 
shower, and came back with the stamp 
sheets stuck together—all wet! 


@ Adhesive stamps, and licking and 
sticking, are all wet anyway. Now any 
small office can afford metered mailing— 
with the DM, desk model postage meter. 
@ The DM prints postage as you need it, 
for any kind of mail, directly on the 
envelope; and prints a dated postmark, 
and your own small ad if you like... Provides 
postage for parcel post. And the DM 

has a moistener for sealing envelopes... 
Anybody can use it—just dial the amount 
of stamp wanted, and press the handle. 


@ The DM can be set for as 

much postage as you want to a 
buy... protects it from loss, 

theft, damage... does its own rs 
accounting on visible registers 

... Saves time, effort, even 

postage! It’s a big 

convenience in any 

office! Call the nearest 

PB branch today, or send 

for free booklet! 


FREE: Handy wall chart of new Postal Rates 
for all classes of mail, complete with changes, 
and parcel post zone map for any locality. 


PITNEY-BOWES 


® “Postage Meter 


Offices in 93 cities in U.S. & Canada 


EYL 5 POSTAGE 


Sea ond 4 
yourR| /o \: 
aD | (” JA OSE 
[HERE Nerasaett 


PitNEY-Bowes, INC. 
3436 PaciFic St., STAMFORD, CONN. 


Please send free [| booklet, [) wall chart to: 


Name 





Firm 


Address 














increase. I am not referring to the 
“ladies washroom” type of control that 
might come with the numbers but to 
the amount of dependence businessmen 
are finding it profitable to place in more 
attractive—and capable—hands. 

The businessman who does not think 
women in business are shaping up the 
the quality line | modern office should go back to that 


for profitable sales | original typewriter. Our secretaries’ 


‘Invincible 


Invincible 
Carbon Paper 
Top-quality, 100% rag 
content for those who re- 
quire the best. 


Invincible 
Ribbon 

Finest imported cotton 
superbly inked for clean, 


clear printwork. 


Invincible 
Stencils 

Produce clean-cut copies 
with the “printed look” 
customers demand. 


Invincible 
Duplicator Ink 
Surpasses U.S. Govern- 
ment standards . . . free- 
flowing and quick drying. 


Ask your local 
Remington Rand 
Dealer Sales Division 
Representative for 
Complete Details 


Dealer Sales Division 


e 
Ft. enungt(oi 


mene Be) 


AVENUE 





NEW 


Fband 


YOorK 


N 


Y 


| and typists’ progress in business may 

have been wedded to its development 
in the years following its invention by 
Christopher Latham Sholes but now 
it is the typewriter operator who is 
playing a large part in its moderniza- 
tion. 

As a measure of the power (value) 
of women in business we have only to 
look at the impetus they have given 
| to typewriter electrification. Thousands 
| of women who knew firsthand how much 
better it was to plug in the vacuum 
| cleaner rather than use a broom couldn’t 
understand why the manually operated 
typewriter persisted. 
| Women in business couldn’t see why 
| office machines used much less than the 
typewriter were electrified and the ma- 
chine they pounded all day required 
them to supply the physical effort for 
typing. The secretaries were quick to 
take up the all-purpose electric type- 
writer when they saw it would elim- 
inate second typings when quantity of 
carbon copies were needed. (And, in- 
cidentally, when they learned that they 
would not have to strike the keys of 
an electric machine any harder for 20 
copies than for two.) 

In this one respect alone, women are 
leaving their mark on business offices. 
Their contribution to the evolution of 
the six million office typewriters is, per- 
haps, symbolical of their influence rather 
than a definitive measurement of it. But 
it does demonstrate that for its own good 

electric typewriters often save time 
and money, increase typing production 
and quality and improve typist morale 

| —business cannot afford to overlook 
i the power of its women. 
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PINK PEARL 


Pencil eraser. Soft, 
pliable and of excep- 
tional quality. Cleans 
as it erases! 





EMERALD 


For black or colored 
pencil erasures. Effi- 
cient in use, excellent 
in results. 


RUBY TIP 


Pencil eraser. Excel- 
lent for tiny correc: 
tions. Fits over end of 
all standard pencils. 


DECREASE COSTS! 


INCREASE 
EFFICIENCY! 


VAN DYKE 


Typewriter eraser. 
Medium soft texture, 
for originals or cop- 
ies. With or without 
attached brush. 


VAN DYKE INK 


Ink eraser. Firm, not 
too abrasive. Gentle 
on paper or tracing 
cloths. 


For pencil correc- 
tions (white half) and 
typewriter & ink era- 
sures (gray half). A 
versatile office tool. 


Your office personnel will 


appreciate the cleaner, faster corrections 


you get with Paper-Mated Erasers — because 


they are scientifically matched to your 


paper and your work, Time and paper are saved. 


No more smudged corrections! No more 


torn paper! No more worn nerves! Place an 


order with your supplier today, for... 


PAPER-MATED ERASERS made only by 
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SINCE 
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New Products 


ADDING MACHINE 
Underwood Corp., 1 Park Ave., New 
York 16, N. Y., makes the Underwood 
Sundstrand Adding-Tabulator Model 


1124OSP-13 which is capable of comput 
ing in billions. It can add up to 99,999,- 

) in two columns simultaneously. 
Machine sells for $915. Complete infor- 


mation from above address. 


OFFSET PLATE 

American Stencil Mfg. Co., 
nut St., Denver 5, 
Sure-Rite Direct 


2714 Wal- 
announces the 
Image Plate for offset 
duplicating designed to give operators 
trouble-free and freedom 
from scumming-up, warping and shrink 
ing. The user is assured of dimensional 
stability and complete elimination of 
scumming-up if this plate is 
directed. Plates are pre-tested to give 
desired results on the first rather 


Colo., 


performance 


used as 


copy 


104 


than wasting copies before running. 
Sure-Rite Direct Image Plates are made 
in three types for clear, easy to read 


Soar Rive ovmect MAGE PLATE 


=r 
s 
. 


seo 


Orrsey SuUPPues 


Suet Airs 


copy on short, medium and long runs. 
Easily followed directions are printed 
on each package. Full information from 
above address. 


LETTERHEAD DESIGN 


Parsons Paper Co., Dept. 5G, Holyoke, 
Mass., have published a portfolio titled, 
‘*How to Design a Letterhead,’’ by Les- 
ter Beall, well known graphic arts de- 
signer who presents a strictly functional 
view. The first decision to make is what 
information must appear and, second, 
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what kind of impression the stationery 
should make. Of the ten sample letter- 
heads included, two are three-color, two 
are two-color and four are in one color. 
Only one is black, engraved for a firm of 
attorneys. Mr. Beall’s point is that a num- 
ber of press impressions are not neces- 
sary to get color in stationery. One of 
the two-color letterheads has a third 
color at no extra cost by over-printing 
the colors. Each letterhead is used to 
illustrate one of the author’s points, as is 
a matching envelope. This attractively 
designed portfolio is available from dis- 
tributors of Parson’s papers. 


DUPLICATING STENCIL 

A. B. Dick Co., Dept. 0-652, 5700 W. 
Touhy Ave., Chicago 31, Ill., makes an 
orange colored multi-purpose mimeograph 
stencil sheet assembly in four sizes. 
Available in legal and letter sizes, with 
or without satin finish film-topping for 
top quality copies, long runs on the 
mimeograph with quick drying inks like 
Dick’s Contac-Dri, and extremely long 
runs with more commonly used oil base 
inks. A black cushion sheet is used with 


this assembly to contrast with the orange 
of the stencil and provides high visibility 
while the stencil is in the typewriter. 
This cushion has a glossy jet black plas- 
tie coating on one side and an entirely 
different type of coating on the reverse 


side. The glossy coating eliminates the 
need for burnishing errors thus making 
corrections easier and quicker than on 
normal typewritten correspondence. The 


reverse side coating produces a proof 
copy on the backing sheet to reduce eye 
fatigue from proofreading. The proof 
copy can be used as a copy for immediate 
requirements and for filing as a record 
copy. The orange color of the coating 
also gives high contrast and good visi- 
bility when this stencil is used on the 
Mimeoscope illuminated drawing board. 
These multi-purpose stencils have also 
been designed for the offset process to 
give excellent results when used as nega- 
tives for producing photographie plates. 
The orange color renders them opaque 
for photographic purposes when the sten- 
cil is used to make the offset plate. It 
san also be applied to the mimeograph 
for immediate copy requirements prior 
to receiving a longer offset run for ma 
jor distribution requirements. After use, 
stencils can be filed and re-run in the 
same manner. Free samples from above 
address. 


DIRECTORS’ TABLE 


Executive Furniture, Ine., P. O. Box 
1048, Oklahoma City 1, Okla., makes cus- 
tom built directors’ or conference tables 
in sizes from 3 x 8 ft. to 4 x 16 ft. Tops 
are 1%” thick with veneered edges. 
Table height, size of overhang, radius of 
corners, et¢e., are at customer’s option. 
Customer can submit rough idea of his 
requirements and he will receive a per- 
spective drawing and quotation. Finished 
table can be shipped within 45 days 
after approval or revision of drawing. 








UNIT FURNITURE 


Knoll Associ- 
Ine., AT) 
Madison Ave., 
New York 22, N. 


Y., have 


utes, 


intro 
Knoll Of- 
Fur 


dev eloped 


dueed 
fice Planned 
niture 
as a 

flexible 
ments for the most 
versatility. Major 
groups are: execu 


system of 


arrange 


tive, Junior execu 
tive, executive 
secretary 


rapher, 


stenog 
and con 
ference. A strong 
metal frame serves basic 
desks The 
desk has a broad wood working surface 


support for 


and tables. basic executive 
with choice of storage combinations: a 
pencil 


suspended 


two or three 

drawers hung at either 
right. Drawers have locks, 
sliding pencil trays, movable partitions 
and Pendaflex files. The junior executive 


single drawer, or 


left or 
desk is smaller with a two-drawer unit. 


For additional or 


series of 


separate storage, a 
offer three arrange 
Cabinets can glide under over- 
hang of desk top. When placed against a 
wall they appear built in, and they can 
be hung on a wall. 


cabinets 
ments, 


Cabinets are made 
in 3, 4 and 6 ft. lengths with four ad 


justable shelves and sliding doors operat- 


ing noiselessly on fibre tracks. Cabinets 
may have sliding tray for dictating ma- 
ehine, drawers or Pendaflex files. Secre- 
tarial desks are L-shape with a lowered 
typewriter platform, drawer and cabinet 
arrangements. Machine can be at left 
or right. Acoustical wall panels can be 
bolted to the desks’ metal frames for 
groupings. There is also a variety of 
chairs of modern design for all office 
The tops of all furniture 
are of walnut or birch, burn and stain 
proof. Secretarial desks can have tops 
of gray linen plastic laminate. Metal 
frames and legs have satin black non- 


uses. wood 


106 


non-abrasive oxidized finish. 
Teakwood tops with butterfly joints and 
ebonized finish drawers with chrome or 
steel frames ean be 


corrosive, 


stainless had on 


order. 


FLOOR MATS 


Specialty Mfg. Div., Southern Friction 
Materials Co., Charlotte 1, N. C., makes 
the Magic Mat, a 100% vinyl plastic 
floor mat in marbleized gray, green or 
brown to harmonize with the decor of 


every office. Available in two sizes: 
45” x 36” and 54” x 45”, standard or 
heavy duty, the mats have excellent 
wearing qualities and a high recovery 
ability from impressions made 
by heavy furniture. The mats are only 
1%” thick making it easy to roll casters 


surface 
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on and off the mats. They are moisture 
resistant and impervious to mild alkalies, 
grease and commercial cleaners. This is 
the first of a line of office accessories to 
be made by this firm for distribution 
through dealers who should write the 
above address for complete information. 


TRANSFER FILES 
Mayfair Co., 315 N. Des Plaines St., 
Chicago 6, Ill, makes Mayfair Transfer 
Cases fer low cost storage of inactive 
records. The all-steel construction as- 
sures strength, rigidity and long life. 
The completely enclosed back of the case 


The cases can be 
conveniently stacked and interlocked; 
are available in letter size with green or 
gray finish and are 24” deep. Drawers 
glide easily on rollers. Cases are in- 
dividually boxed. Full information from 
above address. 


keeps records clean. 
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POSTING DESK 

John E. Walton, 

21 Kenridge Ave., 

Toronto 18, Cana- 

da, announces a 

vertical visible 

posting desk 

which ean also be 

used for non-visi- 

ble record ecards 

filed in standard 

trays like visible 

records, Operator 

ean select and 

post over 8000 

visible records at 

high speed while seated at the desk. All 

records are at desk-high level and trays 

need not be pulled or pushed. Also avail- 

able are Direct-Fax visible record cards. 

When used, for example, for inventory 

records these cards allow the part num- 

bers, description, location, max-min and 

balance on hand to all be visible. Litera 

ture on the desk and sample of the Di 

reet-Fax had from above 
address. 


ecard can be 


CARBON-RIBBON CATALOG 

American Carbon Paper Mfg. Co., En- 
nis, Texas, offer their free catalog No. 
OD-5152 which lists their complete line 
of carbon papers and inked ribbons for 
all machines and every use. Also included 
are duplicating supplies. A useful fea- 
ture is a chart of ribbon sizes for all 
makes and types of office machines, An- 
other chart gives the manifolding capaci- 
ties of different weights of carbon papers 
on various kinds of copy papers. Speci- 
fications, prices and quantity discounts of 
all products appear in this handy, plastic- 
bound book and there are special instrue- 
tions for ordering such items as dupli- 
cating master units. 


ADDRESSING MACHINES 


Elliott Addressing Machine Co., 143 Al- 
bany St., Cambridge, Mass., have pub- 
lished a booklet, ‘‘Stencil Addressing 
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SAVE TIME 


Only one addressing needed 
—on the letterhead. 


SAVE TROUBLE 


Never misdirected. No 5:00 
o'clock casualties. 


and only Shepco has 


MINT-E-SEAL® 


the Flavor Flap 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS, 
New York Office: 1133 Broadway, N. Y. 10 


Your copy of ‘Postal Information” awaits 
your request — Dept. #98. 














WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Usnagueeesdanl 


ce ASK YOUR DEALER 


imperial 


DESK CO. 
Evansville, Indiana 











from 1852 to 1952,’’ which describes and 
pictures the development of Elliott Ad- 
dressing Machines and supplies in the 
past century. 


FLY-CONTROL VAPORIZER 


Columbia Chemical Co., Dept. O, 154 
East Erie St., Chicago 11, Ill., announces 
a vaporizing unit for the control of flies 
and other flying insects. Of durable steel 
construction, the Insecticider vaporizes 
Columbia’s Coldane (Lindane). It is 
made to conform with State and Federal 
requirements being equipped with a 


thermostat for temperature control, over- 
load fuse to prevent excessive output, 
and pilot light to tell when the machine 
is operating. It carries a 2-year guaran- 
tee. In extensive tests and commercial 
operation, the Insecticider has proved an 
effective means of flying insect control 
in small or large areas up to 15,000 and 
20,000 eu. ft. For larger areas, addi- 
tional units may be installed. Economi- 
eal to operate, uses about 1 gram of Col- 
dane every 24 hours, or a few pennies a 
month. Vapors are harmless to humans 
and warm blooded pets or animals. They 
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Is your switchboard a bottleneck? It is whenever it's too 


busy with inside traffic to handle incoming and out-going 
outside calls! 


TAKE THE LOAD OFF YOUR SWITCHBOARD 


SELECT-O-PHONE (automatically and without an oper- 
ator) handles all inside communications independently 
of your switchboard—permits you to talk privately to 
from one to fifty-five stations, individually or collectively! 
SELECT-O-PHONE saves manpower, helps expedite or- 
ders, puts action into ideas—frees your city phones for 
profit-making calls. 





SELECT-O-PMONE Dial _ Interc ti Get the Facts—Mail Today! 
Systems are sold, installed and me by 
factory trained, franchised dealers all over 
America. 














| Kellogg Switchboard and Supply Company 
6650 S. Cicero Avenue, Chicago 38, Hl. 


Please rush your new “HEAR’S HOW” book- 
let that explains how | can benefit from 
SELECT-O-PHONE Dial Intercommunication. 


Name 


Scledt y Dee, re 


THE /S/0E VOICE OF BUSINESS 1 City Zone___STATE 
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NEW INK 


and new, 
modern 
way of 
inking 
duplicating : 
cylinders DRI-RITE 
BLACK 


Duplicating 
INK 


PLASTIC PACKAGE 


i ink In e@* 

ispenses ' : 
“ exactly where = 
ae no digging. 

no woste- 


NEW SQUEEZE-IT 
Gentile pressure neo 
octty the amoun 


F 
Mo tUIPSHEETING, NO DELAY 


NO SLIPSHEET 


With — = 

nd {ond § 
a reruns to deloy 
Extra black, cleo, 


in Pp 
si) not clog in 
RITE wil stencils. Labo 








tT PACKAGE 


OLORS 
pry © BLACK 


SQUEEZE-! 

Also can be 

RAPID 

e GREEN ° 

i Hable in cans. 

w rh A oe ome sears jobber. 
rt 


523 N. Halsted St 
Chicago 22, III 


INK SPECIALTIES CO., INC. 


do not stain drapes, rugs, linen or up- 


holstery; are non-toxie and non-contami- 


nating to food or drink. Coldane crystals 


| vaporize into minute, invisible and odor- 





less particles, permeating every part of 
the office or room. Columbia Chemical 
Co. is a pioneer in the field of vaporizing 
units having produced for years the line 
of Glyco-Master Vaporizers for the econ 
trol of colds and other upper respiratory 
infections. Full information from above 
address, 


CARBON PAPER 
Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., makes a lightweight 
carbon paper, Beautyrite, with advan- 
tages for multi-copy work on electric 
and other hammerblow typewriters. A 
special balanced formula of coating in- 


gredients was developed for this carbon 
sheet through: laboratory research and 
practical field testing. Beautyrite fea- 
tures include increased copy potential 
and unusual durability. Special coating 
methods assuring a smooth, even finish 
make Beautyrite a lightweight carbon 
paper with 20-copy legibility to match 
the output of electric typewriters. In 
addition, the Beautyrite coating method 
is designed to eliminate smudging and 
offset. A non-slip treated back has been 
applied to end curling and, combined 
with Beautyrite’s cut corners and un- 
coated edges, provide cleaner, easier 
handling. Like other leading Remington 
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5, 


EXPRESS 


eeeeeeeeee eto 


INKER 


EFFICIENT 
SIMPLE 
CLEAN 


QUIET 


Stencil duplicating is the quickest, 
cleanest, quietest and most effi- 
cient office reproduction process 
with the new Gestetner Duplica- 
tor. It’s the most economical too, 
because not a drop of ink is ever 
wasted, not a sheet spoiled or fed 
through without printing. The 
Gestetner’s automatic operation 
makes it the first choice of all 
duplicators for the modern office— 
for all office duplicating, in any 
color, on any paper stock up to 
8Y,” x 14”. World famed since 
1881. Write for illustrated litera- 
ture today ! 


DUPLICATOR CORPORATION 


50 McLean Avenue, Yonkers 5, N. Y. 
Telephone: Yonkers 8-6666 
a 


1724 H_ Street, N.W., Washington, D. C. 
Telephone: Executive 1350 





Gestetner's special - 


ink tube is inserted 
into the machine— 
no squeezing ofr 
touching ink with 
the hands. 


| A 


One finger operates 
ink pump lever con- 
trol. Hands, clothes 


and work area re- 


main spotless for 
clean results. 


lever controls ink 
supply while a_ visible 
indicator shows ink cove 











A D »\ 
ul \, vo"™ \ ‘ 
| aie) puro" 
wt 


HAMANN 


CALCULATING MACHINE CO. 
2118 Land Title Building 
Philadelphia 10, Pa. 


DEALERS WANTED 


ERE NOT YET REPRESENTEC 





Rand carbon papers, Beautyrite is 
packed in a handy dispenser box which 
simplifies typing pack assembly and 
alignment. Each Beautyrite folder fea- 
tures the patented Magic Spot which 
allows typists to pick up single carbon 
sheets without touching their inked sur- 
faces, 


OFFSET FEED ATTACHMENT 

Litho Engineering & Research, 3237 
Eastlake Ave., Seattle 2, Wash., makes 
the Visi-Guide to facilitate feeding en- 
velopes or other difficult stock on the 
Davidson offset press or Series 1200 Mul- 
tilith. The Visi-Guide is designed to pre- 
vent stock from piling up in the dead 
area between the stack and the end of 
the conveyor board, which often results 


in several sheets going through the press 
at once with likelihood of serious dam- 
age to the blanket. It eliminates hesita- 
tion and twisting of the stock as it 
travels toward the grippers, and pre- 
vents stock from riding up on fhe side- 
register guide. It is said to work well 
with heavy or uneven items such as No. 
9 or No. 10 envelopes, small items like 
single postcards, and stock that is slick, 
curling, or especially thin. Visi-Guide 
minimizes the effect of smooth or worn 
conveyor tapes and makes unnecessary 
the use of envelope rollers or weights. 
The Visi-Guide can be attached to any 
press equipped with a Davidson Diagonal 
Feeder. It replaces the steel strap near- 
est the side-register guide and is locked 
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LOWER PRICES 
HIGHER QUALITY 


MADE POSSIBLE BY STREAMLINED 
PRODUCTION METHODS IN THE EXPANDED 
(Cramer KANSAS CITY FACTORY. 


e o 


’ mer FOAM LATEX 


for cushions instead of the old 
7 hair cushions make these popular 

models even a better buy than 
before. And on top of this in- 
creased quality the price goes 
DOWN! We pass our lower pro- 
duction costs along to you .. . and 
can give you prompt delivery too! 


a 








Model 2251 
LIST PRICE 
$3702 


Sold to dealers at the 
usual Cramer discount 











$27°° LIST 


Sold to Dealers 
at the usual Cramer discount 





Four can ride 
as cheaply as Lowest priced, quality steno- 
are to ordct | grape chair on the markt with 
saveonfreight) full 2 inches of Latex Cushioning. 
Cromer POSTURE tous C6., inc. 
1205. Chariette 


Kansas City, Mo. 
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Check These Outstanding Points 
of the 


NEW AJAX SERVICE DATER 


©@ Quiet 

® Clear, legible impressions 

© Large die plate area 2" x 21/4" 
© Interchangeable die plates 

©@ No fitting required 

@ Engraved brass wheels 

© Compact 

®@ Visible dates 

® Quick external date change 

@ Automatic ribbon feed 


The new Ajax Streamlined Service Dater is 
available with or without |-way Automatic 
Ribbon Feed. Mode! DF provides for ap- 
proximately 1,250 impressions before ribbon 
needs rewinding. Movement of ribbon in- 
sures constantly clear impressions. 


This machine can be used in any business 
office where rubber stamps are used. EXCEL- 
LENT RESULTS CAN BE OBTAINED WHEN 
IMPRESSIONS NEED TO BE MADE 
THROUGH CARBONIZED FORMS. Word 
Rolls (with 6 sides) or individual word slides 
“can be provided, thus allowing a single 
machine to be used for many purposes. 


SEND FOR NEW CATALOG! 


AJAX TIME STAMP CO., INc. 


MANUFACTURERS 


368 BROADWAY 
NEW YORK 13, .N.Y. 








flus) against the guide. Four steel balls, 
bearing lightly on the conveyor tape, 
control the movement of the stock from 
the moment it touches the conveyor 
board until it reaches the grippers. In- 
stallation time is about 5 minutes. The 
manufacturer offers the equipment on 
10-day trial. 


LAYOUT GUIDE 

Imperial Desk Co., Evansville, Ind., 
have published a ‘‘Guide to Efficient Of- 
fice Planning,’’ consisting of a folder 
with %4”-seale graph layout sheet and a 
set of die-cut cardboard patterns of of- 
fice equipment in the same scale for mak- 
ing floorplan layouts. The text of the 
folder contains suggestions for making 
or improving layouts. 


PORTABLE MICROFILM CAMERA 


Flofilm Div., Diebold, Ine., Norwalk, 
Conn., announced a compact portable and 
motorized microfilming camera which 
makes it possible for every size busi- 


ness to enjoy the operational savings 
of microfilming because it is priced, along 
with a companion portable reader, for 
under $1,000. This Flofilm camera elimi- 
nates all loading, threading and film han- 
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MESSAGES THAT MADE HISTORY .- 





i 


“| shall never surrender. ee 


<=> 


—_—-> “\=> 


“... Lam determined 
to sustain myself as 
aw long as possible and 
pa fh ——— die like a soldier who 
ss ~sénever forgets what is 
due his own honor and that of his country. 
VICTORY OR DEATH.” 


Among the most heroic documents of Ameri- 
can history are the letters written by William 
Travis from the Alamo requesting aid. Stirring 
words from strong men—Bowie, Crockett, 
Travis. Though their dauntless group totaled 
only 145 men they held out against a Mexican 
force estimated at 6,000. 

When the wall was finally breached the end 
came quickly though the gallant Texans gave 
their lives to the last man. “Thermopylae had 
her messenger of defeat—the Alamo had none.” 

The well-turned phrase is not considered es- 
sential in modern business correspondence, but 


* COPYRIGHT 1962 + GILBERT PAPER COMPANY 
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clarity, brevity, accuracy and, of course, good 
appearance are of primary importance. Gilbert 
Quality Papers make it easy to achieve good 
appearance. The new cotton fibre of these 
papers together with the separate tub-size, air- 
dry operation makes possible neat erasures and 
provides a crisp feel and sparkling cockle finish. 

Your printer, lithographer, or engraver will 
be pleased to show you samples. 


BOND e ONIONSKIN e LEDGER e INDEX BRISTOL 
MANUSCRIPT COVER @ VELLUM e SAFETY 
REPRODUCTION e@ BANKNOTE PAPERS 


S<GarBeERT 


PAPER COMPANY 
MENASHA, WISCONSIN 


A good letter is always better- written on a Gilbert Bond 
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FROM COAST TO COAST - 


The Finest 


IT’S FAST — 
FEATHER TOUCH OPERATION 


ADDO-X offers more value per dollar, more 
lasting customer satisfaction. Simple keyboard, 
easy operation means greater office efficiency. 
The symmetrical keyboard makes fingers literally 
dance—live ‘‘single-purpose" function keys add 
speed, increase accuracy. ADDO-X is fast be- 
coming the most wanted adding machine in the 
country. You'll want to show it to your customers. 


@ MODERN DESIGN FOR THE MODERN 
OFFICE 


@ ALL-AUTOMATIC TIMESAVING FEATURES 


@ LASTING SATISFACTION— 
GUARANTEED 


PHONE: Cl 5-6940 


NEW YORK 19._N Y 





dling through a magazine loading feature 
and enables inexperienced personnel to 
microfilm all types of copy. The film 
sartridge itself holds 50 ft. of 16 mm 
film—enough to copy 3600 checks or 1600 
letter-size documents. Centrally located 
Diebold processing service centers de- 
velop exposed film for all of the user’s 
needs. The camera measures 13” x 11” x 
514”, weighs 20 lbs. Full facts from 
above address. 


ADDRESSING EQUIPMENT 
Addresservice, Inc., 47 Ann St., New 
York 38, N. Y., offers their free catalog 
of rebuilt addressing machines attach- 
ments, parts and supplies. All well known 
brands are included, with complete speci- 
fications for prompt shipment. 


POSTURE CHAIRS 


Hamilton Mfg. Corp., Columbus, Ind., 
makes ‘*Finger-Lift’’ Posture 
Chairs with the Form-Flo base of one- 
piece, heavy-gauge steel construction and 
streamlined design, without welds or 
seams. It is packed with sound-absorb- 


Cosco 


ing material that eliminates rumbles and 
squeaks and has large scuff plates. 
Models featuring this base are 15-F Sec- 
retarial Chair (fixed back), 15-S Secre- 
tarial Chair (spring tension back) 18-T 
General Office Chair, and 18-A Executive 
Chair. These chairs have up to six easy ad- 
justments designed to fit each chair to the 
individual’s own physique, work habits 
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No tack or stickiness—no need to peel carbon from paper 


Miracle-Tone back eliminates curling and slippage 
Unsurpassed for brilliant color and lasting service 
Non-smudging, deep-down manifold ability 


Taoflers Popul Carbon Foper 





Product of experience, research, and master 

craftsmanship, M & V_ Tackless Pencil 

Carbon Paper measures up to the highest 

standards of quality, performance, and 

economy. It has unexcelled manifold ability 

and is made in a variety of weights and MITTAG & VOLGER, INC. 
finishes to suit any type of pencil work. Park Ridge, New Jersey 

Fine Carbon Papers and Inked Ribbons 

If M & V Tackless Pencil Carbons are not 

in your line, it will pay you to call your MSM,YOR 7, SomTowye, = cwweago. 


nearest M & V branch office and ask for a KANSAS CITY 6, SAN FRANCISCO 5, LOS ANGELES 13, 
demonstration. 1013 Grand Ave. 591 Mission Street 406 So. Main St. 








ae 


Davidson 
Laboratory, Critiolled 


SUPPLIES 
FOR ALL 
OFFSET DUPLICATORS 


PAPER MASTERS | 
For the ee first to last. 


distinct yan and correct. USE 


‘ era { y 
pone nt kind of partie poder 
ge re-runs endable results, 


dep , 
ae hae idson Paper as 
nt iy all offset duplicators. 


BLANKETS 


here isn’t a 


difference. 
ffset dupli- 





Availab] 
Cators, © for all o 


Neen 








See your local Davidson Sales and 
Service Agency or write us. 


DAVIDSON CORPORATION 
A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1036-60 W. Adams Street, Chicago 7, Illinois 
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and ideas of comfort. All models have 
form rubber latex seat cushions, Tufflex- 
padded brackets and are covered with 
DuPont Fabrilite, a perforated, cloth- 
backed vinyl plastic. Donderized, baked- 
on enamel finish assure lasting beauty 
and durability. 


PICTURE-CHART TAPES 


Chart-Pak, Inc., 104-8 Lineoln Ave., 


| Stamford, Conn., announces that Picto 


graphs on pressure-sensitive tapes have 
been incorporated into their simplified 
method of graphic chart construction. 





in 

ee 

aT 

~ aucune ennnnannntinn - 
andennennneaeany -- 

















PictoTapes enable anyone to make pro- 
fessional looking graphie charts to put 
life into dry statistics. Designed by the 
Pictograph Corp. the initial patterns in- 


clude figures of 
stacks of coins 
symbols will be 
is repeat printed 
tapes, 58” wide 


and bills. 
available. 


men, women, children, 
Many other 
Each symbol 
on rolls of self-adhering 


and 300” long, retailing 


at $2.50 per roll. Pictotapes are easy to 
use for chart construction since they ad- 
here readily to many materials like paper, 
cloth or plastic. They were especially de- 
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ONE MOTION DAILY 
ENDS 60 YEARS OF 
8-HOUR DRUDGERY! 


THIS ONE door opens the equal of nearly 12 
correspondence drawers. ONE door — ONE 
motion exposes every item in the mew ROTOR 
CORRES-FILE. Banishes each day the 8-hour 
drudgery typical of the past 60 years of filing 
. . . drudgery that wastes costly clerical time 
. . . breeds costly filing errors. 





Streamline your filing with ROTOR CORRES- 
FILE . . . the first major improvement in filing 
since drawer-files appeared in 1893. Transfer 
your correspondence and card records to cir- 
cular tiers that rotate at finger touch. . . bring 


correspondence right to the seated operator... [J1® [3® 
save up to 50% of clerical operating time. . . t) zg y 
Send for more details at once! , 
WASSELL ORGANIZATION, INC., WESTPORT 2, CONNECTICUT 


I want more data on filing with ROTOR CORRES-FILE. 


We have drawers of correspondence and 














drawers of card records. Card sizes ; 
NAME 


I a 
(Please attach to your business letterhead ) 


FOUR WASSELL EXCLUSIVES 
































PRODUC-TROL INSTALVELOPE tek se) S718 3 SIGNALOK 
for Precision Control for Improved for Time-Saving, for Positive 
in Business Time Payments Space-Saving Filing Record Analysis 
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MAKE THE MOST OF IT! 
with 


B.F.Goodrich 


PLATENS 


in all your typewriters 


to increase the QUANTITY and improve the 
QUALITY of work turned out by your typists. 


The greater resilience, smoother sur- 
face and guaranteed perfection of 
every B. F. Goodrich platen moke 
typing easier and less fatiguing, in- 
sure better-looking results with few- 
er re-do's... 


TO HELP YOU GET MAXIMUM 

PRODUCTION EFFICIENCY 

FROM EVERY HOUR YOUR 
TYPISTS PUT INI 


Your local typewriter dealer carries 
B. F. Goodrich platens (compounded 
with PARADIN). Call him today! 


Nationally distributed by: 


SHIPMAN-WARD MFG. CO. 


325 NORTH WELLS ST., CHICAGO 10, ILLINOIS 





signed to supplement the standard statis- 
tical Chart-Pak patterns. Picture charts 
can now be ‘‘drawn’’ simply by applying 
the PictoTapes from the roll to the 
CHART-PAK charting board. 


EXTENSION PHONE-BRACKET 


Glidex Corp., 4536 W. Roosevelt Rd., 
Chicago 24, Lll., announces the Extenda 
telephone bracket which holds the tele- 
phone allowing it to be extended up to 
30”. The bracket closes up to 9” and is 
made in Model 200 with a base tray 
5146” x 719” for present handset phones; 
in Model 300 for inter-com phones (base 


” 


tray 5142” x 914"); and also in models 
for French and upright styles. The Ex- 
tenda bracket can be had for mounting 
on a wall or a horizontal surface like the 
desk top. It keeps the phone out of the 
way when not in use and allows using 
the phone without stretching or assum- 
ing a tiring position. Model 200 sells 
for $16.50; Model 300, $17. Illustrated 
literature from above address. 


SPOT CARBON PROCESS 


Arthur J. Gavrin Press, Ine., Dept. O, 
Gavrin Press Bldg., New Rochelle, N. Y., 
have patented a process of carbonizing 
standard kraft tissue to effect a fool- 
proof system of preventing confidential 
information (like cost figures) from ap- 
pearing on any copy in a set of forms 
during typing or writing. This method 
eliminates more expensive die-cut car- 
bons and specially constructed sets while 
there is no limit to the size, area, shape, 
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COLE'S NEW 


“Concealed” SECRET VAULT 


for Confidential papers and other valuables 


ia 


A combination safety and filing cabinet that will more 
than pay for itself! The secret safety vault has a full 
vault-size dial lock (only YOU know the combination). 
The storage cabinet has two adjustable compartments, 
under lock and key. Also contains: a double index drawer 
for 3 x 5 or 4 x 6 cards (3200 capacity), and two ball- 
bearing, letter-size drawers. In olive green or Cole gray. 
Size: 32" high, 30!/2" wide, 17!/2" deep. 


NOTICE: 


Not to be con- 
fused with imita- 
tions having small 
lightweight locks. 


Ne. 1370 


44g% 


With plunger - type 
lock which automat- 
ically locks all draw- 
ers, No. 1370-PL 
$59.85 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


COLE STEEL EQUIPMENT COMPANY 
. 285 Madison Avenue, New York 17, N. Y 











New “Punchless” Binder 


Saves 80% in Time 


Look- No Holes ! 





SLIDE LOCKS CLOSED 


Compare any other method of 
binding with the new, revolution- 
ary “‘Punchless”’. Zip — it’s open! 
Zip — it’s closed! No time wasted 
punching holes and messing with 
“gadgets”. Papers are bound or 
released by merely pushing two 
slides. 


The “Punchless” Binder is 
ideal for file folders, sales and 
service bulletins, catalogs, price 
lists, house organs, etc. Letter or 
legal size in red, black or grey 
with ‘‘Punchless” clip at top or 
side. Order from your supplier or 
write to Cushman & Denison Mfg. 
Co., Dept. 0-4, 153 W. 23rd St., 
my. iM Y. 


CADDO 


“PUMNCHUESS” BINDER 





position or direction in which block-out 
may be. Samples and complete informa- 
tion from above address, 


MAP FILES 
Seott-Rice Co., 610 S. Main, Tulsa 3, 
Okla., announces that their Universal 
Tubefile for large sheets is now available 
in custom built sizes to fit safes. It also 
can be had complete in fire-resistant safes 
of various sizes. For executive offices, 


these map or drawing files cin be built 
into wood cabinets in styles to match 
existing decors. The rocker base of the 
file tips the tubes outward, permitting fil- 
ing sheets as wide as 60”. Easy indexing 
and positive control provide a method of 
identification and location. Steel cabinet 
Tubefiles have either single or double 
doors equipped with locks. 


UTILITY ACCOUNTING 


International Business Machines Corp., 
Dept. OF-2, 590 Madison Ave., New York 
22, N. Y., offers a free booklet showing 
how the mechanization of customer ac 
counting and the use of IBM punched 
eard bills offer utility companies a means 
for reducing costs and providing better 
service. The electronic tube is teamed 
with a pencil mark to originate records 
in this application. Varying conditions 
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such as those resulting from different 
services and rates, types of territory 
served, number and kinds of customers, 
and regulatory requirements—are met 
by the flexibility of the machines. Two 
methods of extending bill amounts—the 
Master Card Method and the IBM Elee- 
tronic Caleulating Punch Method—and 
other accounting procedures, including 
service order preparation, meter reading, 
revenue accounting, bill preparation, re- 
mittance accounting, cash posting, ac- 


counts receivable control and credits and 
collections records are explained briefly. 


ADDING MACHINE 


Swift Business Machines Corp., Great 
Barrington, Mass., makes the Swift Add- 
ing Machine which is now equipped with 
a feather-light error key that permits 
back spacing. This feature allows effort- 
less clearing of errors and multiplication 
of large numbers up to nine significant 





could nibble more delicately than this new PB MailOpener! Just 
nuzzle an envelope next to its guarded cutting shaft, and a mere 
whisper comes off the edge . . . envelope open, contents intact. 

Yet it opens at a touch any size envelope, of any kind of paper, from 
the finest tissue to the toughest fibre . . . Most versatile envelope 
opener ever made, the electric LE is made for long, dependable 


service ...A great time, work and temper saver in any office 
... Gets the office off to a headstart every morning! 
Ask the nearest PB office to show you the full line of hand and 
electric MailOpeners, or write for free booklet . . , 
PITNEY BOWES, INC., 3476 Pacific St., Stamford, Conn. 
.. . Originators of the postage meter, 93 offices in U.S. & Canada. 


PITNEY-BOWES 


MAILOPENER 





PINAL-LINE Cardone 


That’s the opinion of Secretaries who find 
that FINAL-LINE Carbon shortens their work- 
ing days—by preventing needless re-typing. 


FINAL-LINE corrects the most serious fault 
in typewriting — typing too far down on 
» the page. Three 
| punch holes at the 
_ top and bottom of 
' an uncoated ex- 
tension edge tell 
you where to 
START — warn 
you where to 
STOP. This 
guides you in 
proper spacing, 
eliminates doing 
letters over. 


west f pf 
/, Cy 
Cube y Heber 
y 


Use the uncoated edge on either side of the 
page—then turn the carbon around for added 
wear and usefulness. Yes — FINAL-LINE 
is terrific. Send for sample sheets today. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory: 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office: 7, 321 B'way © Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 





figures. The Swift Adding Machine re 
tails for $99.50 plus tax. 


STAPLE REMOVER & PUNCH 
3Zutes Mfg. Co., Orange, N. J., 
the Bates Staple Remover 
Punch which lists at 75e. 


makes 
and’ Paper 
It will rethove 
any staple, large or small, and can be 


ee 


used to punch 4” holes in up to 8 sheets 
of paper. Plated finish, packed in in- 
dividual box, 12 boxes to a self-display 
carton. Literature and quantity dis- 
eounts from above address. 


LOOSE LEAF EQUIPMENT 
Star Loose Leaf Co.,.169 Duane St., 
New York 13, N. Y., offers a free book- 
let titled, ‘‘Modern Methods 
Leaf Construction,’’ which deseribes and 


of Loose 


illustrates the great variety of loose leaf 
products that are manufactured. This is 
a valuable piece of reference material 
for anyone who orders or uses much loose 
leaf equipment. 


DUPLICATING STENCIL 


Print-O-Matie Co., Merchandise Mart, 
Chicago 54, IIl., offers Impress Hermetic- 
ally Sealed, Twin-Pakt Cellulose Stencils 
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with the patented Accura-See Line Coun 
ter for easy gauging of copy extent. 
Numbered from 1 to 84, line gauges are 
incorporated at both edges of ,each sten- 
ceil. A quick glance at the left-hand 
gauge shows the typist how many lines 
have been used. The right-hand Line 
Counter is numbered in reverse (starting 
with No. 1 at the bottom of the 
and thus shows how many lines remain 
available for use. No carbon or tissue 
cushion sheet is needed. Typing direct 
on the stencil without a cushion sheet 


stencil) 





provides clean, sharp, positively legible 
printed characters. To satisfy those who 
desire it, a new super thin, super strong 
static cling sheet of Pliofilm is also pro 
vided. The non-glare green of the Im- 
press stencil is easy on the eyes and 
allows the typist to read typed material 
without lifting the stencil from the 
backing sheet. Formulated of tissue pa 
per and stencil coating stock of extreme 
durability, Impress stencils insure longer 
runs, retain sharpness of character in 
printed letters and stand up in stylus 


) © 


He likes steak rare, coffee black 
and letterheads on WESTON BOND 


Good judges of fine paper choose the 
new WESTON BOND every time: Com- 
pared for whiteness, texture, opacity 
and uniformity, it beats anything in 
its price class. A rag content parer,.i it 








carries the Weston name right in the 
watermark, Your printer will gladly 
recommend and use it. Made by Byron 
Weston Co., Dalton, Mass. Write for 
sample book. Address Dept. OF 





\ WESTON BOND bee ade are made with GRIP- QUIK i instont ethene | flap gum 


a Mok tae 01D HAMPSHIRE BO 
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“SLIP-ON” LABEL HOLDER 





SO-1 For I" Ring Books, 25c ea. 
$O-2 For 2" Ring Books, 35c ea. 
SO-I%2 For I¥e"' Ring Books, 30c ea 
OFFICE PRODUCTS, INC. 


9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 


EX PORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mall or Cable us your enquiries. We guar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service 


Richard 


119 LAFAYETTE — 
NEW YORK 13, N. 
“ERGIBIAN.”’ Telephone: Wester 2-6589 





Cables: 











STEEL PERSONAL FILE 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
biank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts 


AMBERG FILE & INDEX CO. 
1601 Duone Bivd., Kankokee, Ii 


DEALERS OPPORTUNITY 
New Stencil Duplicators 


| 60 fully automatic electric models, 10 hand 
operated, Swiss precision made, spare 
parts and supplies on hand. 

) 


Universal motors, run any plac 
any current. Paste ink, au omatie feeds, 
many other advantages. 


Liberal concessions, financing available. 
due to owners’ other interests. 


GENE VAN LEIGH 110 E. 42nd Street 


New York 17, N. Y. 


LOLOL LO Lm Me Mm mm 





work, according to the manufacturer. 
The dye used in the stencil coating is 
exclusively formulated to insure against 
bleeding into the backing sheet. Fast- 
color top printing on the Impress sten- 


cil cannot be smudged or rubbed off. 
Each quire-package contains 12 hermetic- 
ally sealed, protective envelopes, each 
containing 2 Impress legal-size cellulose 
stencils and a sheet of Pliofilm. 


TABULATED REPORT COVER 


Better Business Forms Co., 15209 De- 
troit Ave., Cleveland 7, Ohio, have de- 
signed a cover for tabulating forms to fit 


a standard letter file drawer. It is made 
of gray cover stock with a white lining. 
Column headings can be typed on the 
top inside back cover to identify the 
tabulated information and the extension 
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“SPLIT-SECOND” PAYROLL TAX COMPUTER THE SLOW WAY 


PAYS 
FOR ITSELF 
IN 30 


Why toil with dog-eared charts 


ue ES and reams of figures, when pay- 
CALCULER-D guet rolls can be so simple... 


One of the greatest time savers _) THE AYRES WAY 


offered payroll clerks, auditors drums permit chang 
and bookkeepers since F.I.C.A ing charts for tax 


and Withholding Tax went into ‘ev'sions 





effect. Used by concerns em SOLD ‘ON 
ploying from 20 to 20,000 30 DAY TRIAL GUARANTEE 
son Amy PAYROU ScHeeeee A twist of the fingers... and 
WEEKLY © BI-WEEKLY @® MONTHLY © SEMI-MONTHLY complete F. |. C. A. and With- 
Special Drum-Charts Designed holding Tax deductions appear on 
a single line... Saves 50% time. 





Write for literature and name of nearest dealer 


E. P. WILMER, INC. @ 3044 Riverside Drive @ Los Angeles 39, Calif 


a NEW member of the || 4AF 51 The LIQUID PROCESS 


Eversons Can Use It . 


AF 51 


WRITE FOR 
FREE CATALOG 


WITH A ONE YEAR: FACTORY GUARANTEE Hectogra phia Corporation 
110 West 17th Street * New York 11,N. Y * WA 9-8944 
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Buy WITH CONFIDENCE 


Sel / WITH PROFIT 


142 ST—42"" x 32" 


Whether it is our upholstered line or our wood 
office desk line, Worden furniture is made of 
selected materials, so that when the article is 
ompleted it is worthy of your good name aud 
representation 











WORDEN 


Our name is your guide to quality 











No. 1260 Davenport 


SEND FOR OUR 
NEW CATALOG 


The WORDEN Company 


200 E. 17th Street Holland, Michigan 


| pertaining to the report. 


| automatic feed and is self-inking. 


| matically during operation. 








of the front cover provides space for title 
and file identification. Having a white 
lining, the inside front cover can also be 
used for typing an analysis or other data 
It will accom- 
modate all standard sizes of tabulating 
forms and is supplied with Acco pin 


| prong fasteners to fit standard tabulator 


punching. In many cases tabulated re 
ports are presented in an unattractive 
group of sheets and the size does not 
fit available files. These folders not only 
provide a convenient method of filing 
but also eliminate the need to write 
headings on numerous sheets when a re- 
port consists of more than one page. 
Sample folder and prices from above ad- 
dress, 


STENCIL DUPLICATOR 
Roto-WerkeAG., Konigslutter (British 


| Zone), Germany, are seeking distributors 


in the U. S. and Canada for their Roto 
51 Eleectrie Stencil Duplicator which has 
Feed 
rises auto 
Feeder stops 


table takes 500 sheets and 


automatically when paper is exhausted. 
The automatic inking device functions 


| without attention after it is set for the 
| first proof and one inking suffices for 


about 10,000 uniformly printed copies. 
Text can be raised or lowered on sheet 
by simply turning adjusting lever. Coun- 
ter will automatically stop the feeder 
when pre-determined number of copies 


| are completed and can be reset to zero. 


Electric drive, using roller chains of 


| high tempered steel, is in base of ma- 
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chine and all gears are enclosed in dust- 
proof housing. Illustrated literature and 
full particulars from above address. 


PAINT STICK 
Markwell Mfg. Co., 200 Hudson St., 


New York 13, N. Y., makes the Dripaint 
marking stick which is paint in stick 





A ii hi 


form for marking all metals, glass, rub- 
ber, leather, textiles, wood, paper, ete. 
Prices and discounts from above address. 


yew! ARCO’S | 
pound: 


TYPE CLEANER 


A. J. Weber, Box 2692, Lakewood 7, 
Ohio, makes the Beauti-Rite type clean- 
ing tool for dry cleaning typewriter and 
other office machine type. This device 
consists of a roller in a convenient metal 
and handle. cleaned 
quickly by 
type. 
lifts dirt and all foreign matter out of 
the type. The 
remain clean and free from spatter, and 
there is no odor. Beauti-Rite Type 


EN-RIN 


plastic Type is 


rolling the wheel over the 


A mastic compound in the wheel 


users hands and clothes 


RUBBER BANDS 


nNOW-«s YOU HAVE SOMETHING TO SELL 
WITH THIS STORY TO TELL! 


EASIER to pick up, HANDIER, QUICKER to use! 
STRONGER all around, yet COST NO MORE. 
Here’s SOMETHING NEW to merchandise .. . 


for they make any other band 
seem old fashioned. 


ORDER NOW! 
SAME PRICES! 


ALLIANCE 
RUBBER CO. 


ALLIANCE 8, OHIO 
SLIDELL, LOUISIANA gat: 


Over 300 sizes 


129 








Rugged and husky in its construction to 
_ give years of service, yet smart and 
+ modern in design, the new Olympia 
feather touch light office typewriter 
invites comparison with any other 


machine. Make a point by point inspec- 
"tion. Check its many outstanding exclu- 
‘sive features. Note its beautiful finish. 
And you will be amazed at its reason- 
able cost! 


Made in’ 


Western 


Dealerships 
” Germany 


available 
Write for Illustrated Literature 


INTER-CONTINENTAL TRADING CORP. 


90 WEST ST., N. Y. 6, N. Y. 





Cleaner comes in an attractive box with 
directions for use and two cleaning 
wheels; retails at $1. Refill cleaning 


wheels can be easily attached to the 
handle when on old wheel is discarded. 
Dealers and wholesale distributors are in- 
vited to write above address for dis- 
counts and complete information. 


(Continued from page 78) 


test was continued with the association 
putting up awards. The locals affiliated 
with NOMDA have been divided into 
three divisions according to size. A 
prize will be awarded to the winner 
of each division. In addition, a prize 
will be presented to the local enrolling 
the most new members if that local 
does not happen to make the best per- 
centage of increase showing. An award 
also will be made to the member outside 
a local who has brought in the most 
members by May 31. St. Louis OMDA 
won the award for the best showing in 
the contest that ended December 31 while 
A. A. Johnston of Knoxville, Tenn., won 
the individual trophy. 

Office machine dealers who are not 
members of NOMDA are invited to at- 
tend this convention and see what the 
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USE THIS ALL PURPOSE RIBBON FOR ALL TYPING! 


Why change back and forth? RepliRIBBON gives perfect typing results for both ordinary 
letters and offset masters! Does not contain grease or carbon black and allows free ink flow 
throughout threads of ribbon. Won't dry out on shelf or in machine! THIS ALL ADDS UP 
! TO A LIFE TWO TO THREE TIMES AS LONG 
AS ORDINARY OFFSET RIBBON! 
Send for your trial RepliRIBBON TODAY. 
Standard $1.25 IBM $1.50 


DEALERS’ INQUIRIES INVITED 


PRODUCTS CORPORATION , 154 NASSAU STREET 
Manufacturers of Offset Duplicating Supplies NEW YORK 38, N. Y. 


CLIX 
1-HOLE 
CLIX PAPER 


3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean 4” hole instantly in paper, light 
brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 


restaurant checks. 24 in counter 
ae 3. ba oe display carton. 50 cent list. 
ja., sp d : ’ 
ters, 4%" from back binding MODEL 100... Punches \’ 


edge — standard spacing hole, %" from binding edge. 
11° x 844° sheets. 





Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS J 
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you can sell 


Ylane 


forms to every 





business up 
and down your 





Every business, whether large or small, can use Hano forms 
and you con sell them, with your own imprint, shipped 
direct under your label to your customer, but billed to you 


You can sell these Hano items — 
@ Autographic Registers and Cash Drawer Units 
@ Portable and Desk Model Registers 
@ Multi-Snaps (one-time carbon sets) 
@ Standard and Custom Snap-A-Parts 
@ Continuous Carbon Interleat Forms 


@ Continuous Interfold Billing Forms 


Use our complete Quotation Service, 
or ovr Manuva! of Modern Business 
Forms. Write today for full details of 
the many Hano Dealer Services 





PrP 


MOLYOKE, MASSACHUSETTS 


Established dealers wanted in the South, Southwest 
ond Mid-west 


132 


association can do tor its members. Full 
information on registration, member- 
ship, ete., can be received by writing 
to Harold W. Mann, 1267 N. Wilton 
Place, Los Angeles 38. 


Cycle Billing 


(Continued from page 61) 


typing of invoices, which was former|s 
pertormed for every individual sales 


| transaction. It is common knowledge 


that performing all posting in a non- 
descriptive operation, requiring only 
one old balance pick-up, is much faster 
than the conventional method of post- 
ing each item in a daily sales control 
with a new balance pick-up for each 
posting. As fewer mailings are required, 
there is a saving on postage and sta- 
tionery. As the sales slips are housed 
in the eyele file and are dropped daily, 
look-ups are simplified by the ease of 
reference to the original slips of com- 
pleted transactions. 


7% 


sell the best in protection 


sell SCHWAB SAFES 


a complete line of Underwriters’ 
label Class A, B, C, FIREPROOF 
SAFES + VAULT DOORS ° mercan- 
tile Class E round-door burglar- 
proof CHESTS. 


WRITE FOR INFORMATION 


the SCHWAB SAFE COMPANY 


LAFAYETTE * INDIANA 
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The greatest surprise that manage- 
ment experienced on this changeover 
from conventional to cycle billing was 


the small number of complaints received | 


considering the large number of ac- 
counts. By eliminating 8% of the ae- 
counts from the eyele operation, a num- 
ber of anticipated requests for that 
change had been eliminated, as it was 
evident that people who issue purchase 
orders and have special billing require- 
ments would not adjust themselves to a 
cyele billing operation. 

To the knowledge of the management 
ot A. Pomerantz & Co., 
other company in its field on eyele bill- 
ing. 
so far as the industry 
recommend that other stationers 
similar business organizations stream- 


line their bookkeeping operations. 


Mechanical Pencils 


(Continued from page 74) 


placement charge if a second pencil is 
needed before the end of some definite 
period, for example, three months. Other 
tirms do not charge for replacements 
but only replace pencils after a certain 
period so that if a worker loses her 
company pencil in the meantime, she 
must supply her own until the next re- 
placement time comes up. In general, 
oftices furnishing mechanical pencils 
have them imprinted with the company 
name and if some customer or other out- 
sider takes the pencil by mistake, it still 
has some value to the company as an 
advertising item. Some users have their 
mechanical pencils imprinted PROPER- 
TY OF . or EMPLOYEE OF .. 

followed by the company name and this 
naturally tends to discourage losses that 
might occur otherwise. It is even pos- 


sible to secure some brands of mechani- | 
cal pencils with the barrels numbered 


consecutively so that a simple control 
record may be kept with minimum ef- 
fort. If, as frequently happens, an 
employee should pick up another’s me- 
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there is no | 


They consider themselves pioneers | 
is coneerned and | 
and | 
| The Insecticider fills a definite need in offices 





The Finest Machine 
of its kind for 
FLYING INSECT CONTROL 


Here is a new, quick selling, high profit unit 
that offers distributors and dealers a chance 
to increase their sales volume immediately. 


everywhere—killing flies and flying insects 
without mess or bother—without sprayers, 
dusters or costly equipment—quietly, efficient- 
ly and economically. Costs only pennies a 
month to operate. 


The Insecticider is 

made by Columbia 

Chemical; long-time 

leaders in the vaporizer field—makers of the 
famous line of Glyco-Masters. The Insecticider 
is of dutable steel construction for long, 
trouble-free service—made to conform with 
State and Federal requirements. It vaporizes 
Columbia's Coldane (Lindane) which is harm- 
less to humans, pets and other warm-blooded 
animals, but death on flies and flying insects. 


Write today for complete information about this 
excellent sales opportunity. 


COLUMBIA CHEMICAL C0. Inc. 


154 E. Erie Street Dept. O Chicago II, Ill. 
Columbia—''The Gem Of The Glycol Vaporizers" 








PRIGINALS DHNER 
RR 


HANDY CAL CALCULATORS 


“The machine to count on” 


The following example shows 
simplicity and speed of opera- 
tion. 


ONLY ONE SETTING NECESSARY 


Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 
figures. 


68 units @ $1.75 
15% discount 


$119.00 


101.15 
Less 24%2% for cash ... 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable and 
efficient calculator with any ma- 
chines in the field. Why pay 


more? 


Write for Bulletin QO-63 


QOdtner Sales inc. 


IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A 





chanical pencil in error, the owner can 
thus easily be identified. Some firms 
order pencils with barrels of different 


| colors according to the department in 
| which they will be used, for example, 
| black barrels for the accounting de- 


partment, green barrels for the traffic 
department, etc. The use of even a sim- 
ple control system prevents many losses 
where this is considered a problem but 
it is interesting to note that some large 
firms report no abuses despite liberal 
policies on replacements. 

Some companies reported workers’ 
objections that the leads in mechanical 
pencils did not write as desired. This 


H. Lester Pope, office manager at the general 

offices of Armour & Co., Chicago, and Mary 

Ferguson are users of Autopoint mechanical 
pencils. 


may be due to improper selection of 
leads or it may be due to insufficient 
instruction or supervision of employees. 
Leads for use in mechanical pencils may 
be selected from a wide range, accord- 
ing to the degree of hardness or soft- 
ness in black leads, according to color, 
or even according to thickness or thin- 
ness. In large offices, similar type of 
clerical work is usually done by size- 
able groups of workers so that requisi- 
tions for lead refills from each section 
can generally be classified and stand- 
ardized for efficient use and simple 
stockroom operation. At time of pur- 
chase, the pencil supplier can usually 
suggest the leads best suited for dif 
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CLAR‘O:TYPE 


alike endorse the 60¢ ot all stationers 
deft, businesslike and typewriter dealers 


type-cleansing magic 
of CLAR-O-TYPE . . . so 
fast, so economical! 
Sturdy dauber elim- 
inates spattering and 
drudgery! Try it! 


th FORCE 


action 


mumbering machine 


Contains 2 extra move- 
ments for triplicate and 
quadruplicate in addition 
to standord consecutive, 
duplicate and repeot 
movements. 5 actions in 
one machine fulfill normal 
office requirements. 
Foolproof mechanism. 


Deeply engraved chorac- 
ters, lightweight aluminum 
frome, easy-to-grip ‘plastic 

handle. 6 figure wheel 
capacity, Gothic or 
Romon. Prefix letter 
wheels available. 

5 Yeor Guorantee. 


WM. A. FORCE 


64 White Street) New York | 





THE INTERCOM SYSTEM 
OF 1,000 USES! 


WHEELER 
is of Sel, Powered 
eis ELECTRIC 


TELEPHONE 


@ Use it te take those constantly 
colled stations off your switchboord 


@ Use it where a really PRIVATE 
line is needed 
@ Use it for office -to- factory, foc - 


tory-to-yard and for temporary lines 
on construction jobs, etc 


@ Use it for o TRULY IN- 
DEPENDENT emergency 
system. 

@ NO botteries, NO ovt- 
side power source. Alwoys 
ready. Effective up to 20 
miles 


Write for full dato ond nome 
of your neorest distributor 


THE WHEELER INSULATED WIRE COMPANY, Inc. 
Division of the Sperry Corp 
1106 EAST AURORA ST., WATERBURY 20, CONN. 








VUE-FAX CORPORATION 
90 Gold St., New York 38, N.Y. 


Please — how | can 
simplify and systematize my 
record keeping with VUE-FAX. 


ADDRESS 

















STATEMENT 
a.c.o -coasonasye® 


+ Business forms Mtq.Co. 


308 £8 th 5 St, Cincinnati 2 





* 


OR 


Distributors Wanted 
o 


A. J. WEBER, Org. 
Box 2692, Lakewood 7, 





ADDRESSING 
MACHINE 
STENCILS 


ALSO 
FACILITIES FOR 
CUTTING, ADDRESSING 
AND MAINTAINING YOUR 
LISTS AT REASONABLE PRICES. 


ADDRESS-O-RITE 
STENCIL & MACHINE CO., INC. 
64-74 W. 23rd St., New York 10, N. Y. 


5-3240 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 


Write for Our Catal 
J eemmmeeettr 71111| 


A. DEHN, JR. 


The Pioneer Adding Machine Ports Mon 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


ferent uses just as he may suggest the 
type of pencil for different uses, and 
the user soon learns which are most 
practical for his purposes. Stenog- 
raphers, for example, are concerned 
with the legibility of their shorthand 
notes and some suppliers are able to 


| furnish mechanical pencils in models 


using the thin types of leads and lead 
refills in a variety of degrees of hard- 


ness. 


One very unusual fact was learned by 
this study. The consumption of pencils 


| of all types per employee per year varies 
|so much from one office to another 
| that a strictly numerical average 1s 


meaningless because it is not represen- 


| tative. Even among firms in the same 


type of business, there is a wide range 
in pencil usage. There is, perhaps, no 
one reason for this difference but no 


| doubt it is at least partly due to vary- 
| ing supervision policies. As in anything 
| else, some of us are just more wasteful 
'or more careful than others. Some 


managements can entoree more or less 


| effective regulations on different sub- 
| jects, others cannot, and still others 


have never tried or do not know how. 
This was strikingly evident in the dif- 


| ferences in viewpoint of those firms that 
| charged for mechanical pencil replace- 


ments and those firms that said they 
would never consider asking a worker 
to buy any materials for his or her job. 
Yet in the same organization a factory 


| worker often carries some of his own 


tools such as micrometer or other gauge, 
rule or measuring device, for example. 


| While these are sometimes his personut 
| property, often the company supplies 
| them. 


The conclusion reached is that me- 


| chanical pencils are efficient but not 


used as widely as they might be be- 


| eause of some workers’ habits (losing 
| pencils, not using the proper leads) and 
| management’s belief that mechanical 
| pencils are not expendable. An alert 
| management can easily lick these prob- 


lems and secure the benefits being ex- 
perienced by many satisfied users. 
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Ownership and sales representation 
of the Safeguard System of Check Pro- 
tection have been a family tradition 


for over 35 years. This complete bank 





account protection against check for- 
geries has been sold by Father and 
Son, Mother and Daughter, Mother 
and Son and other family teams in 
practically every community of the 
United States and abroad. We are 
proud of these successful family teams 
which are definite proof that Safe- 
guard Checkwriters are a worthy and 
reliable line to sell. You too can join 


our family, simply write to Safeguard 
Manufacturers of INSTANT H, K, VOUCHER & c . 

‘orporation, Lansdale, Penna. 
INTERNATIONAL SAFEGUARD CHECKWRITERS 





Safeguard Corp. 


LANSDALE, PA. 





OVERSEAS DISTRIBUTOR—SAFEGUARD INTERNATIONAL |] Snccwarren> 


3312 LANCASTER AVE. — PHILADELPHIA 4, PA. 














ONLY FREX-72O7TARY HAS 


2270 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


It’s exclusive with th i 
Rex-Rotary D270. ipfre ero 4 
ridge is inserted, q dial set for the 
degree of inking, and the machine 
needs no further attention oll 
copies come out perfectly and uni 
formly printed, . . no more under. 
Or over-inked copies... re-inking 
a necessary ..a bell announces 
en it's time to insert an 

cartridge, 6 





Electric Multi-Color 0 . ary 
job in any color 


STENCIL je : and with more 


economy and flexibility than ony 


DUPLICATOR other machine, 


ee ee ee ee ee eee ees ee 

Rex-Rotary Distributing Corp. 19 W. 31 St., New York 1, MY. 

Let me hove more information about the new Rex-Rotory 0270 duplicator ond 

the name of my neorest distributor i 

Name a 

Fi itereenepreenisuntecitionsiniingiioninspipiamaaainteasa iain Rit ditties 3 
Sen ee me wee we 
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= Lang, 


fpanother tern 


of the Office 





Office Executives 
(sen. of New York. 
annual 


tion meeting 


elee- 
last 


h. eleeted 


a s 


Robert Cameron, de 
, manager 
f Soeony-Vacuum 
, president of 
association for 
1952-53 term. 
He sueceeds Homer 
Harrison Kenneth H. Ripnen 
o. Named exeeutive viee president was 
W. Oliver Jr., vice president, 
Thomas Mechanical Collator orp. George 
J. Hart, production Shell Oil 
Co., was elected treasurer. Re-elected for 
as secretary was Rudolph 
managing direetor, National Basi- 
Show 


nea rtn oa 
artment 


Robert Cameron 


George 
manager, 
th 


ness 


NACA Conference 


The 33rd annual international eost con 
ference of National Assn. of Cost Ae- 
eountants will be held at the Waldorf-As 
toria Hotel, New York, June 15-19. The 
technical program include talks on 
costs in negotiating, pricing, repricing 
mand settling defense contracts; adapting 
standard defense production; 
record keeping for wage stabilization; 
the Du Pont for appraising 
operating performance; improving ac- 
department effectiveness; ac- 
counting treatment of fixed cost in prod- 
uct costing—direct plan, lifo techniques 
and distribution cost analysis. 


will 


costs to 
system 


counting 


Iowa Course 


The University of Iowa holds its sum- 
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mer management course June 9-21. The 
program and registration information 
ean be had from J. Wayne Deegan, 122 
Engineering Bidg., State University of 


Iowa, fowa City. 


OMAC Officers 


At its annual 
meeting Office Man- 
Assn. of 
Chieago, elected the 
following officers: 
Herbert W. Vetter, 
Commonwealth Edi 
son Co., president; 
Alfred H. Dorste 
witz, Stivers Office 
Service, Ist vice 
president; L. R. 
Chase, Johnson & Johnson, 2nd vice pres: 
dent; Michael A. Georgen, City National 
Bank & Trust Co., treasurer. Directors 
are Paul Holly, AXidens, Ine.; Charles R. 
Larson, Kraft Foods ; Wilbert FE. 
Scheer, Blue Cross Plan for Hospital 
Care; H. A. Slotterbeck, Art Metal Con 
struction Co. 


agement 


Herbert W. Vetter 


Co. 


NMAA Convention 


Over a thousand persons are expected 
at the first annual convention of the Na 
tional Machine Accountants Assn. in the 
Leamington Hotel, Milwaukee, June 
19-21. Seheduled as speakers are Willard 
Hull, convention chairman, Northwest 
Airlines; Robert Jenal, chairman, Na- 
tional Steering Committee; John Marley. 
management consultant; Ralph Kennon, 
ehairman of the board, Insurance Ac- 
counting & Statistical Assn.; Dr. J. 
Mitchell, Remington Rand Ine.; John 
Coleman, president, Burroughs Adding 
Machine Co.; Dr. Howard Aiken, direc- 
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FOR LESS THAN 3c 
PER LETTER... 


One Robotyper produces 
up to 200 truly personal 
letters per day. 


\ 








Here's a stenographer who can do the 
work of four rapid typists .. . 


Who always works at top speed .. . 


- . « never gets tired ... 


. . « will work 24 hours every day, 
if you want herto... 


- « « doesn't need a lunch hour, or 
rest period... 


. - » She'll work for a salary of 77c per 
day! 


That’s ROBOTYPER, a mechanical 
super-typist so speedy and accurate 
that your present staff can quadruple 
its present daily output of routine 
personal letters. One girl, without 
special skill, can operate one to four 


IS Xe) fe) ig ol -b 
LSudit@a Business 


| ROBOTYPER CORPORATION 
0-42 


M Room : 
’ Hendersonville, North Carolina 


g Please tell me how Robotyper can increase efficiency 
8 in my firm. 


8 NAME ... 


Robotypers and still have time for 
other work. Your typewriter is always 
free for manual operation, without 
unhooking. 


Robotyped letters are personal letters, 
with individually-typed names, figures, 
and personal fill-ins, impossible to 
distinguish from any other personal 
letter. Truly personal Robotyped 
letters get surer results . . . win and 
keep good will as no processed letter 
can. 

It will pay you to investigate the 
money-saving and money-making advan- 
tages of Robotyper. Let's tell you about 
Robotyper. 


H COMPANY ...... : 
5g ADDRESS 
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YOUR GOOD FORTUNE... 
67 r a 


aS 
LONGER OFFSET RUNS=-~ 
GREATER UNIFORMITY... 
IMPORTANT OFFICE SAVINGS 


with PLASTIPLATES 27¢ PLAS 


A prediction to bank on... Remington Rand's PLASTI- 
PLATE-PLASTIPHOTER plate-making combination will 
give you superior office offset plates at surprising savings! 
Sharp, sparkling copies... longer runs and greater uni- 
formity are yours with PLASTIPLATE’s “no-grain” surface. 
You'll save time, maintain job control, as PLASTIPHOTER : PREE pcastt- 
“burns” plates quickly, on-the-spot. PLATES and folders 
Enjoy superior office offset results and save up to half pmpprlonge. von 
your present cost with PLASTIPLATES and PLASTIPHOTER —puigTrR yours for 
— Remington Rand's great plate-making combination! the asking. 


Room 2143, 315 Fourth Avenue, New York 10, New York 





Please send me 3 tree Plastiplates ( Direct Image [] Photographic 

(} Plastiplate folder (DS 62) [5 Plastiphoter folder (DS 72 

My duplicator is a aS _______ Model No. sical anal 

I use a See : typewriter with a [ Fabric [9 Carbon Paper Ribbon 
Name 


Address 


Company 


City Zone __ State 
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tor of the Computation Laboratory, Har 
vard University; William Seymour, presi 
dent, Engineering Research, Ine.; Dr. 
Clifton Hall, industrial psychologist; M. 
E. Fields, director of public and _ per- 
sonnel relations, Cadillac Division of Gen- 
eral Motors; Dr. C. C. Hurd, Inter- 
national Business Machines Corp.; Dr. W. 
W. Wetzel, technical director, Magnetic 
Tape Division, Minnesota Mining & Mfg. 
Co.; Lester Hill, Twin Dise Cluteh Co.; 
Ralph Tekulve, Standard Register Co.; 
G. V. Giese and George MeCoy, American 
Appraisal Co, Seminars on procedure de 
velopment, machine scheduling, accounts 
payable and receivable, general ledger 
accounting, payroll, selecting machine 
operators and other technical discourses 
will also take place. The convention will 
close with the election and installation 
of officers. 


Work Simplification Course 


The Wharton School, University of 


Pennsylvania, will hold the third annual 
refresher conference on work simplifiea- 


tion and measurement in the office and 
factory in the new, air-conditioned 
Frederick Winslow Taylor Management 
Laboratory, Philadelphia, June 16-27. 
Registration fée is $225. 


Student Methods Contest 


Student awards will be added to the 
Methods Improvement Competition spon- 
sored by the Industrial Management So- 
ciety, it was announced by chairman 
Damon Wheeler, supervisor of methods 
and planning, A. O. Smith Corp. Stu- 
dent groups in colleges and universities 
studying industrial engineering as well 
as industrial companies are invited to 
submit entries. Special achievement 
awards will be presented at the society’s 
16th Annual Clinic, Nov. 5-7 at the Shera- 
ton Hotel, Chicago. Rules for the com- 
petition may be had from Industrial 
Management Society, 35 E. Wacker 
Drive, Chicago 1. 
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National Conference 
& Exhibit Calendar 


Assn. of American Railroads, Accounting 
Div., Book-Cadillac Hotel, Detroit, 
June 10-13. 

National Assn. 
Waldorf-Astoria 
June 15-19. 

National Office Machine Dealers Assn., 
Baker Hotel, Dallas, June 16-18. 

National Machine Accountants Assn., 
Leamington Hotel, Minneapolis, .une 
19-21. 

American Management Assn., 
Management, Waldorf-Astoria 
New York, June 19-20. 

National Secretaries Assn., Shoreham 
Hotel, Washington, D. C., July 24-26. 

National Business Forms Associates, 
Hotel Cavalier, Virginia Beach, Sept. 
10-14. 

Life Office Management Assn., 
fonte-Haddon Hall, Atlantic 
Sept. 22-24. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Oct. 4-9. 

Controllers Institute, Book - Cadillac & 
Statler Hotels, Detroit, Oct. 5-8. 

American Institute of Accountants, 
Shamrock Hotel, Houston, Oct. 6-9. 

Institute of Internal Auditors, Chase 
Hotel, St. Louis, Oct. 19-21. 

National Institute of Governmental Pur- 
chasing, Edgewater Beach Hotel, Chi 
eago, Oct. 19-22. 6 

Systems & Procedures Assn. of America, 
Roosevelt Hotel, New York, Oct. 20- 


9o 


National Business Show, Grand Central 
Palace, New York, Oct. 20-25. 

National Assn. of Bank Auditors & Con- 
trollers, Schroeder Hotel, Milwaukee, 
Oct. 27-30. 

American Society for Personal Adminis- 
tration, Pfister Hotel, Milwaukee, Nov. 
20-21. 

National Business Teachers Assn., Con 
gress Hotel, Chicago, Dec. 28-30. 


of Cost Accountants, 
Hotel, New York, 


General 


Hotel, 


Cha) 


City, 








Records Center 


(Continued from page 70) 


Management—Cheaper to Build Than 
Move, a council publication: “Now for 
the first time we have proof in the do- 
ing that it costs as much to move 
records three times as it does to con- 
struct and equip a scientifically designed 
permanent building to house the same 
records.” Consider also the condition 
of the records after a few moves. Many 
are lost, mislaid and mangled to the ex- 
tent that most often, “three moves equal 
a fire.” 

Another new and significant fact 
about records storage is that it costs 
less to construct and equip a scientifi- 
cally designed building than it does to 
purchase metal transfer files to house 
the same quantity of records. Adapta- 
tion of a suitable existing structure may 
cost even less. Many firms store records 
in warehouses and consider that their 
cost is represented by rental. In the 
usual circumstance, nothing could be 
further from the facts. When the 
records are required, personnel must go 
to the location to search. Usually there 
is no control on such accumulations, and 
search time plus travel time is high. 
This cost must be considered, as well as 
travel cost (often by taxicab). In many 
instances, the search is fruitless. The 





Unbreakable spring Jaws 
clamp them firmly to cards but 
permit removal or rearrangement, 


a B ‘ 
Large openings covered by trans- 
‘ ; parent pyroxylin, white, blue, green, yellow, pink, or red. 
insertable labels in perforated strips for typing. 
; 4 2 Sizes, 1” wide and 2’. Tops straight or bent back. 


FULL KEYBOARD CALCU A TOR Sold by leading stationers, U. S. and foreign, or sent 


ppd. to responsible firms on 30 days’ trial. Price list free. 
Samples (5 or less) 2 cents each. 

50,500 used by Shapleigh Hdwe. Co., St. Louis 

CHAS. C. SMITH, Mfr., Box 739, EXETER, NEB. 


FABBRICA ADDIZIONATRICE ITALIANA s « 


VIALE UMBRIA 36.- MILAN( 
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cost of equipment used in most cases is 
unnecessarily high. When all costs are 
added up, a new picture appears. 

Council research, followed by success- 
ful installations in several score com- 
panies, has evolved a plan for a records 
service center tailor-made to the require- 
ments of any given company. Every 
aspect of its operation is designed to 
produce the maximum of service and 
security at the lowest practicable costs. 
The governing factors are: 

1. Site: selected for security against 
disaster, such as bombing, fire, flood, 
etc., and ready access to communica- 
tion and transportation. 

2. Construction: as necessary to meet 
standards of fire resistance security, 
floor loading, effective receipt and de- 
livery. 

3. Dimensions: as required to afford 
most effective layout and maximum 
records storage potential. 

4. Equipment: specially designed low- 


cost, maximum content corrugated 
records containers and steel shelving. 

5. Controls: specially designed im- 
mediate action locator devices. 

6. Personnel: trained archivists, 
skilled in searching for and furnishing 
information. 

7. Service: arranged to bring the 
record as close to the inquirer as his 
telephone in over 90% of cases. Or- 
ganized to handle the remaining 10% by 
mail, messenger or visit by inquirer. 

When a company has a sufficiently 
large record accumulation for storage, 
it should operate its own records service 
center. When the accumulation is much 
less than 25,000 cu. ft. or the equivalent 
of 12,500 legal file drawers, the com- 
pany should investigate the potential 
of a commercial records service center. 
Organizations such as the Business 
Archives Center in New York City, with 
its Security Division in the hills of 
western New Jersey, meet the high 


\NUFACTURERS OF 


E LEAF BINDERS 


for every purpose 


PACCOUNTING 
*x CATALOG 
#xSTOCK CONTROL 


For Hi pot. avai 


“AS 


*SALESMEN 
ty TP ec 
*xMANUALS 

at -pran Price 

R BINDERS” 


Catalog Font i sent on request. 








FEDERAL-FEDERAL 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


awugzaaa - 1vusaad 


“/fe FEDERAL CASH REGISTER co. 


DEPT. 18 P.O. 
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BOX 2265 KANSAS CITY, MO. 





RAKES | 


STORMS 


QUALITY PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


“The Complete Line” 
Dealers... 


Increase your sales. 
fidence. 


Compete with con- 


Sell highest grade merchandise produced 
and guaranteed by a reputable manufacturer 
with a thorough knowledge of DEALER re- 


quirements. 


H. M. STORMS COMPANY serving the 
DEALER TRADE EXCLUSIVELY for more 
than a HALF CENTURY is exceptionally well 
equipped to provide everything required in 
CARBON PAPER, INKED RIBBONS and 
CARBONIZED ROLLS. 


We have complete modern facilities for 
packaging and imprinting under dealers’ 
private brands. 


Investigate our PERSONALIZED service. 
Carbon paper permanently identified with 
your brand name printed directly on each 
sheet of carbon. A sure way to build repeat 
sales. 4d 


Write NOW to Dept. H for details. 





*tconos erernr? 


TReOt mane 


H. M. STORMS CO. 
STORMS BUILDING 
BROOKLYN 16, N. Y. 


Otte eee eee eee eee eee eee es oe: 


14 


standards established by the Council. 
They render professional archival serv- 


| ice on smaller accumulations for less 


than the cost of operation of a company 
run center. 

The advent of the atomic age has 
dramatized the necessity for protection 
of vital records. It has also caused 
some concerns to act hastily and use 
costly protection methods. The vital 
records of a company should be pro- 
tected at all times. Whether destruc- 
tion is caused by fire, flood or atomic 
bombing makes little difference; the re- 
sult is disastrous. Since permanent se- 
curity is essential, the records protee- 
tion program must be highly selective 
and discriminating. It should provide 
lossproof protection at minimum con- 
tinuing costs. It is the considered 
opinion of the National Records Man- 
agement Council that the best program 
is obtained through on-the-spot analysis 
of procedure. This method affords the 








abs sen 


Gain THE OFFICE MACHINE 
STAND YOU CAN'T TIP OVER! 


ew 4 


Tusco Stands are adjustable for uneven 
floors, they won't vibrate, won't tip over. 
Made for all electric typewriters and 
most business machines, Tusco Stands safe- 
gvord your machines against expensive 
repairs, give more operator comfort. 


Write for folders Today! 








TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 
Established 1921 
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NOW! A Low Cost Expandable Posting Tray 


Expandable to 91/2” @ Holds 1900 Sheets, 25 Guides 
© Light Weight © Big Time Saver 


Weber “Expando” Tray eliminates “search” time and 
speeds posting. No bookkeeping machine installation is 
complete without this time-saving aid. 


e Holds up to 1900 sheets. Tray weighs only 4%2 Ibs. 


e Handles a variety of card Special base keeps records from 
sizes. sliding. 


e 2-Position side arm for t ” wi eg"? . 
offsetting. a 2 x 8B” with 11%" ca 


e Even pressure keeps records at e hi 
best posting angle and. in Cot ate Oe. 


perfect shape. Dust-proof hood tocks to tray. 





FRANCHISES STILL AV AILABLE TO 
PROFIT-MINDED REPRESENTATIVES 
IN EASTERN TERRITORIES 





Write for Details and New Literature! “Expando" Tray with Stand 


Webor Brothers METAL WORKS 110 ala iy pga 


TALK ANYWHERE — 10 ANYONE 
with INTERCALL 


Sensationally New, 
Low - 

munication 

No Tube 
Connections — No On- 
, ll ng ae... o Save Time! Cut 
When Talking. Loud- Costs! Better Work! 
speaker Volume fur- Try 10 Days FREE! 
nished by ‘snap in’’ 
Fiashlite batteries 
which last up to 2 
years per set. 2 to 14 
separate stations can be up to '> 
mile apart. COMPLETE PRI- 
VACY. Simplest possible hookup — ONLY SCREW- 
DRIVER NEEDED—Customer can do it. 3 year guar- 
antee—2-way set with 50 ft. of wire $29.95 list. NO 
CKS OR “DUDS” KEEPS YOUR PROFIT AT 
LL USER, INTEN- 











<> x 
POO, 
2°z57 

oo” me 


Pn i/ 


NEW “‘Visi-Guide” ends pile-ups, press 
oe Saves blankets, stock! Fits presses 
L with Davipson DIAGONAL FEEDERS. In- 
in AC-DC stalls in 2 minutes, no drilling. Try 10 
OKUPS—Sells days FREE. Write today! 


1 
MIDWAY CO., inter-Call Div., Dept. OD-6, on ineley gga - "Suen tam 
KEARNEY, NEBR. 


m > 
Se ato 





£,., 
as 
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IVPE CLEANING MADE EASIER 


ce 
© at® b CLEANS 
© Typewriters 
* Billing Machines 
© Adding Machines 
* Addressing Plates 
* Morking Devices, ete 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent 


Typists ond business 
machine operotors wont 
* Norta Plostic Type Cleoner 
—if's easy to use—no mess 
— no liquids to spill 


wpon request write to 


NORTA DISTRIBUTING COMPANY 





COTTERMAN 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the ladder 
to be rolled freely when no one 
on it. When you step on 
ladder the rubber cush- 
joned legs rest on the floor 
and prevent rolling. Made in 
7 heights—2 widths. 
Send for Circular 51-0 and 


prices. 
I. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago, 40, III. 








Uarco Offers You This 
Important Book Free 


Uareo’s Systems Research Department has 
compiled 50 pages of sound information on 
Production Forms-——how designed, how used, 
how distributed. Available to responsible ex- 
ecutives, free. 


For your copy write [ A R rf if ) 


INCORPORATED 


Research Dept., 
UARCO Incorporated, 
141 W. Jackson Bled., 


Chicago 4, Ill. Business Forms 








@ BookKeEeEPinc 
@ CALCULATING 
@ ACCOUNTING 


Rnabed or fe | 
| choice should be 


Fonditioned. Write for 
current prices. ‘ 


321) BROADWAY «© NEWYORK? WY 
WO 4-1240° cable: Hodgmach 





best opportunity to properly evaluate 
alternatives, assure the least operational 
interference ,and arrive at the lowest 
cost. 

A valid starting point for the pro- 
gram is selection of a deseriptive defi- 
nition. As applied to business the coun- 
cil suggests the following: “Vital 
records are those necessary to protect 
assets, sustain the equity of stock- 
holders, and assure continued operation 
of the business.” Determination of 
available methods is the next step. Four 
are recommended for consideration : 

1. Built-in Dispersal. Wherein, by 
reason of organizational structure, du- 
plicate copies exist at widely dispersed 
field locations as well as the main office. 
No action is necessary since the proba- 
bility of disaster at all points simul- 
taneously is remote. A safe copy, at no 
additionatl eost, would therefore be 
available when needed for reconstruc- 
tion. 

2. Improvised Dispersal. Wherein, 
appraisal of the operation discloses 
preparation of several copies, all in- 
tended for internal use at the one loca- 
tion. Procedural study verifies the pos- 
sibility of minor change which would 
not interfere with daily operations, but 
would release a presently used copy for 
dispersal. Cost is restricted to cost of 
mailing. 

3. Evacuation of Original Documents. 
Wherein records of great significance are 
found to be rarely, if ever, referred to 
after they have gone through the initial 
operation. Evacuation of the original 
poses no problem and provides security 
for the cost of mailing. 

4. Duplication. Wherein it becomes 
necessary to sustain the expense of- du- 
plication because the foregoing methods 
do not apply. All means should be con- 
sidered; handwritten copies, carbon 
copies, photocopies, microfilm, ete. The 
most effective should be selected. The 
governed by: physi- 
eal proportions .of the record, volume 
to be duplicated, number of times dupli- 
cation need be repeated, intervals at 
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which duplication will be required, cost 
comparison, and which means affords 
the quickest copy of the record. 

The third step is identification of the 
vital records and selection of method. 
Thereafter the program should be re- 
viewed at operating and policy levels, 
and published. The final phase covers 
control of flow to and maintenance in 
the vital records protection center and 
determination of retention periods. 


P44 


SS 


Records management covers a series 
of closely related administrative prob- 
lem areas. It deals with large cost fac- 
tors that are, for the most part, hidden 
in a welter of business expenses. It 
-alls for an increasingly high degree of 
management skill and technique in the 
solution of its problems. But it offers 
more prospect of substantial reward 
than scientific management in most 
other phases of business. 


‘Eager beaver! 


Drop a letter on the broad tray of this 


Pitney-Bowes Mailing Scale ...and the 


precision indicator with the hairline edge shows 
instantly the exact weight—without wavering! 
The automatic pendulum mechanism acts 
fast, stays accurate. Wide graduations on the 
chart are easy to read, without bending or 
squinting ... Speeds mailing, saves time and 
temper in any office—and saves postage!... 
There’s a 70 Ib model for parcel post... 

Call the nearest PB office, or write for 





illustrated booklet. 


FREE: Handy wall chart of new Postal Rates for all 
classes of mail, complete with changes, and parcel 
post map showing zones for any locality. _ 


a PITNEY-BOWES 


Mailing Scales 
ue PITNEY-BOWES, INC. 
“~~ 3427 Pacific St., Stamford, Conn. 


Originators of the postage meter 
... Offices in 93 cities 
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{NEWS 
of the 


Industry 





Dictaphone Sales Executives 
L. Hart 


wigsen has been ap 


George 
pointed general 
sales manager, and 


Lloyd M. 


previously 


Powell, 
vice 
and 


president gen 


eral sales manager, 


been named 
president 
of 
K. Woodbridge, 
president of Dictaphone Corp. announced. 
Mr. Hartwigsen 
New York salesman 
trict manager of the Kansas City branch 


has 
viee in 
charge sales, 


C. 


Lloyd M. Powell 


joined Dietaphone as i 


in 1929, became dis 


in 1937 and was appointed assistant gen 
eral sales manager in 1949. 


Heads NCR Dealer Sales 
(ale, 


manager 


Heussner, 
of 


sales 


adding 
machine for 
National Cash 
Co. in 


i es 


named 


Register 
Brookly i, 
has been 


of the 
nationwide 


head com 
pany ’s 
dealer sales organi 


zation. Announce 


G. T. Heussner 

ment was made by 
Drummond F. Gaines, who is in charge of 
all sales in the National Adding Machine 
Division. National adding machines are 
sold through 250 company-owned branch 
offices, as well as through several hun- 
dred independent dealers, and it is the 
latter organization that Mr. Heussner 
will head. One of his responsibilities will 


148 


this 
com- 


dealers in 
of the 


be appointment of new 
rapidly-expanding 


pany’s operation. 


phase 


Y & E General Sales Manager 
Ralph Robinson, 
Yawman 

Mfg. 
the up 

pointment ot 

W. Schrei- 

the of 
sales man- 


president, 
& Erbe 
announced 


Ce.. 


Charles 
ber to 
general 
Mr. 
succeeds 

Hugh L. 


executive 


post 


Schreiber 
the 
Smith 


head 


ager. 


late 


Charles W. Schreiber 


aS 
ot 
the company’s sales organization. Origi 
associated with Western Electric 
Mr. Schreiber joined Y in 
1927 as manager of the national accounts 


nally 
Co., and E 
division with headquarters in the com- 
pany’s New York offices. Three 
transferred to Rochester as 
‘rr under Mr. Smith. 


years 


ago he was 


assistant sales manag‘ 


Ditto General Sales Manager 
H. 38. 


vice president, Dit 


Stone Jr., 


to, Ine., announced 
appointment of L. 
\. Watkins as gen 
eral manager. 
Formerly vice presi 


sales 


dent and managing 
director of Ditto of 
Canada, Ltd., Mr. 
Watkins brings to 
his new post 16 
years of experience with Ditto including 
4 years as a salesman and 6 years as a 


L. A. Watkins 
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Do you have a record jam on your hands? 


Get measured up for greater filing space in the same area, NOW! 


How mucu does your current floor space for rec- 
ord storage cost per square foot? 

Regardless of the figure, you can greatly reduce 
it with Safe-T-Stak Steel Storage files. 

Thousands of users report 30-40 and even 50% 
more filing space when they switched to Safe-T- 
Stak. And, Safe-T-Stak is inexpensive, yet quality 
built for a life-time of service. Take advantage of 


a trained Diebold specialist's survey of your rec- 
ord storage area—there’s no obligation. He will 
show you how to get the most out of your filing 


space. 

And, he'll help you in planning a record de- 
struction program for greater efficiency in record 
storage. 

Mail the coupon below today for all of the facts. 


serving business for over 94 years 


Safe- T-Stak steei storage files available for all record sizes. 


moe rere 


Let a Diebold Survey show 
you how 35% of your inactive 
records can be destroyed! 


6 ee re em airerenemapamasan 


, record handling systems 
, oe O C 2047 mulberry Rd., S.E., 
:a 6 6 be tat 4% Centon 2, Ohio 


| want complete details on Sofe-T-Stak and a survey of my 
storage area without obligation 


NAME 
COMPANY 


ADORESS 





city 





iain ak ciatshinnmesnapeindinaiieanitiall 





fectory wranchds and dealers in all principal cities 


Migoliim + rotary, vertical and visible filing equipment * sates, chests and vault doors * bank vault equipment + burglar o 
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LETTER TRAY — strong two 
point suspension allows ac- 
cess from entire front and 
both sides. Tiers quickly 
added, legal or letter size 


Greal NAMES IN INDUSTRY... 
Cc ton QUALITY oe BOOK ENDS — at last - 
CHOOSE Sreal DESK TOP EQUIPMENT writing sets are equipped 


inexpensive book ends 
with iridium tipped points to match modern office 


= ls js = and each point is tested furniture 
BERT M. MORRIS CO. is foremost in the and approved at factory 


field of matched Desk Top Equipment. plein Sita <> 


The complete setting shown—pen set MEMO PADS — available in 
memo pad, letter tray, ash tray, and a a eo a 


ze bar that drops as 
phone rest, retail for less than you per is used, or standard 


x style. 
would expect to pay for one fountain ron Wailtabilit’ 
pen set oc 
MORRIS FOUNTAIN PEN SET—A desk foun stes 
tain pen with beauty of design and real — -] MORRISEY — The constant 
writing utility. Concealed “push button” eanap 





filler and thread-in point section. For long 
life and smooth writing all sets are sup 
plied with iridium-tipped points. A real MEDIUM 
time and money Saver in any offic e 

FINE Morris Fountain Pen Set with 


Northrop Aviation, Inc., insignia 


BERT M ORRIS CO exraa via — canat™” ahswety ond Groen 
= . 


sk Top Package Deals —#100 and #200 ASH TRAY— A real He-Man 
Bept. O-§ 6651 West Third Street me sec? oo “ag rprisingly | + of = — Bora Ae ayes il 
Les Angeles 48, Californie lnquire abou sat ne, mes llbanneg dereden tate. 


tn Conede: McFarlane Son & Hodgson, itd., Montreal, Que. matching your desk with these items. 
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branch manager. During his term of 
service he has acquired a wealth of ex- 
perience in branch and regional opera- 
tion as well as in dealer supervision. To 
that he adds the plus value of a well 
rounded background in business systems. 
Andrew J. Coryell was appointed print- 
ing sales promotion manager. Mr. Coryell 
relinquishes his duties as manager of the 
Chieago division of Ditto Press, Inc., to 
take over his new assignment. 
enced in the production and 
printing and with a thorough knowledge 


Experi- 


sales of 


‘ 


Palsons, Inc., Worcester, Mass., 
has what is said to be the 
first Plexiglas marquee of its 
type in the country. The 
lighted canopy extends the 
plastic interior ceiling out to 
the street in a continuous flow 
of light visible from afar. There 
is no glare inside from the 
lighted ceiling. All store fix- 
tures are blond oak to main- 
tain the 65-footcandle lighting 
throughout the store. 
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The glass front of 
the new showrooms 
of Itkin Bros. in New 
York, allows passers- 
by to view a pano- 
rama of the latest 
furniture designs in 
individual office set- 
tings. Founded in 
1934, Itkin officers 
are Ben Itkin, presi- 
dent; Abe _ Itkin, 
vice president and 
treasurer; Sam Itkin, 
secretary. 


of the printing of forms for reproduction 
on Ditto duplicators, Mr. Coryell will 


contribute substantially to the coordina 


tion and extension of Ditto printing for 


business and industry. 


3M Merchandise Manager 
Promotion of Alan H. Redpath, to the 
newly-created position of merchandising 
manager of all Mining & 
Mfg. Co. tape products was announced 
by Louis F. Weyand, 


Minnesota 


executive vice 











CARBON PAPER 


As enthusiastic users’ and 
dealers’ reports continue to 
come in, we want to tell 
more people about NEV-R- 
KURL carbon papers and 
get you to try them. We 
know it cuts costs, is strong, 
has universal use and _ al- 
ways lies flat, but we want 
you to try it and see for 
yourself. Dealers will find 


NEV-R-KURL moves fast. 


For more information, clip 
this ad, and attached to 
your letterhead, send to: 


—- wee 
== 
~ . Rory pe 
"PEwnires 
pare® 


Litt 
canso®™ nied 


PHILLIPS 


92 MILE STREET 
ROCHESTER 14. N ¥ 


ct 
wood sTAur 
vas 





president, who also announced appoint 
ment of R. 8. manager of 
the tape group’s central sales inventory 
and production planning department. 
Minnesota Mining Mfg. Co., now ob- 
serving its 50th anniversary, manufac- 
turers than 1,000 items including 
cellophane, masking, electrical insulating 
and sound recording tapes, coated abra 
reflective sheeting, roofing gran- 
ules, printing accessories, synthetic rub 
ber, adhesives, coatings and chemicals. 


Frommer as 


more 


sives, 


Friden Vice Presidents 

Several changes in officers of Friden 
Caleulating Machine Co., including selec- 
tion of two additional vice presidents, 
was announced by Walter 8. Johnson, 
president. John M. Lund, formerly vice 
president and general manager, was 


John M. Lund Lawrence B. Taylor 
elected executive vice president and gen- 
eral manager by the board of directors. 
Lawrence B. Taylor, formerly general 
sales manager, was elected to the newly 
created position of vice president in 
charge of Philip R. Samwell, 
formerly controller, was elected to the 
newly created position of vice president 
and assistant general manager. Harry 
M. Billings was elected assistant secre- 
tary and Victor C. Berds assistant treas- 
urer. Mr. Johnson declared the changes 
were necessary as a result of the growth 
and expansion of the company. 


sales. 


Pres-To-Line Convention 


Pres-To-Line Corp. of America held its 
first sales convention in New York, April 
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How to Make \ 
INYVISJ8Le 
Erasures 


With a few feather-light strokes, 
a Rush FybRglass Eraser re- 
moves the last trace of an in- 
correct character —keeps your 
typing clean and professional- 
looking. 

Colorful plastic holder uses 
long-life propel-repel refills. It 
must satisfy you—or your money 
back. 


RUSH- 
-FYBRGLASS FRASER 


Order from your Dealer 


or send 50¢ and 
name of dealer to 

















The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 





% ADJUSTO-SWING fits 
metal. Easily attached. 


%& Adjustable to proper height. 
%& Converts flat top to Steno desks. 
%& Insures your machines against tipping over. 


most desks, wood 


Adjusto-Swing Office Machine Stands Co. 
Detroit 26, Mich. | 


509 Shelby St. 
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DD hes | 


for the best in 
ZIP-A-PART 


carbon 
interleaved 
forms 


e, 


ask for free 
samples and 
information 


BATTYE-FRANKLIN CORP. 
Franklin Building 
720 South Dearborn 
Chicago 5, Illinois 


Loses SSS SSS SSSESSSSSSSSSSSFSSeSSeEeeSeennnna 


‘AVAILABLE AGAIN! 





iy 
LTH 








Se 





a SHIPPED 
_—! FROM STOCK 


A metal cabinet map file—with 
locking doors. 112 tilting tubes. 
Easy to file and find maps, 
tracings to 60”. 








PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main’ Tulsa 3, Okla. 














— From Any Angle — 
YOU CAN LOWER 

COLLATING COSTS 
IN YOUR OFFICE 


Ww tf 18-Section TU Rack at $25. 


7 Others, $11 to $16.50 


Evans GATHERING RACKS 


ating done in your office 








— you can 
GUARANTEED it it t in half. For, with an Evans GATHERING RACK one 
Evans GATHERING inskilled worker actua ites 3,500 sheets an h 
RACKS are guaranteed nd at half the hw t ohms aniiablecstl 
to produce quicker m ae 
and more accurate re- , 
sults than any other Of a yluminum, each section holds 500 sheets of any size paper at 


collating aid on the nciined angle. Worker may sit or stand. Use racks singly or two or 
market a + 
more 


yether tor large gatherings. Racks collapse for sett 


twice 35 fast 

















ing aside, 





See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 








It’s Time to Gheck Your Typewriters 


Your Typewriters Need 
AN ANNUAL ROLLER CHANGE 


For Best Results Insist on 
Ames 


FUTURISTIC 


5-Star Platen 


Manufactured and Distributed to Office Machine Dealers By 


Ames Supply Company 


CONTACT YOUR LOCAL TYPEWRITER DEALER OR REFER TO YOUR RED BOOK 
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14-16. Distributors attended from as 
far away as Miami and Los Angeles. 
Business meetings were presided over by 
John C, Blanchard, manager, and 
each session a Specialist spoke on a dif- 
ferent office copying subject. 
James Holt, president, was dinner host 
to distributors and their wives on April 
14. 


sales 


Jerome 


Speed King 


This month’s subject in the Eastern 
Corp. All stg a Sports series by 
Grantland Rice, is Ab Jenkins who holds 
more auto eats phaser than any other 
driver. Each month, a different sport is 
featured in Eastern’s advertising which 
shows the stars and gives highlights of 
their careers. The subjects are 
offered free, attractively 
suitable for framing. 


also 
illustrated and 


Ozalid Managers Meet 


A meeting of Ozalid sales branch office 
managers from all over the country was 


Burroughs Adding Machine Co. won a first 

prize for its carbon paper boxes at last 

month's convention of the National Paper 
Box Manufacturers Assn. 
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“K-LINE" Self-Locking 


POLISHED ALUMINUM 
EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY ? 
BINDING RECORDS 
IN STORAGE 
BINDERS, VARIOUS 
LENGTHS AVAIL- 
ABLE FOR '4”, 
& %” HOLES 
EXPANSION UP TO 
7'/. INCHES 
Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. Y. 


ginal welt i hole) a 
ts Be) 


Today’s Standard 


Glassine or 
Cellulose 
Transparency 
Outlook feature posi- 
tioned to suit your 
particular needs. They save cost of addressing 
—eliminate errors. Used the world over. Write 

for samples and prices today. 


OUTLOOK ENVELOPE CO., 


Originators of “Outlook” Enve clope 
1 WwW We gion Bivd. Ch 


Est. 1902 





ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 





* Reg. U.S, Pat. Off. 











Desewtate AUTOCOPY 


DUPLICATOR PRODUCTS 


and SUPPLIES 

FOR STENCIL, 

GELATIN and 
LIQUID PROCESSES 


AUTOCOPY, 


466 WEST SUPERIOR 
18 WEST 18 STREET 


INCORPORATED 


CHICAGO 1 met NOTTS 
NEW YORK il N Y 











*"One girl sorts 
100,000 punched 
cards an hour" 


with this simple hand rod 





For purchasing and all depart- 
ments—in large and small com- 
panies—in every type of busi- 
ness, E-Z Sort Systems are sim- 
plifying the job of filing and 
sorting data on punched cards. 


CUTTING COSTS THE E-Z WAY 


Our trained men in every part of the 
country are glad to demonstrate and 
answer questions. Now is the time to 
find out if and how E-Z Sort Systems 
can save time and money for your 
company. You'll be surprised to learn 
that it is as easy as the name implies. 
Write for details. 


*Published statement 


by one of our users 





] 





eee eee reer. 


— oF 


mri thi... te 


_E-Z SORT 


SYSTEMS, LTD. 


45 Second Street 
Dept. 62 
San Francisco 5, California 
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i 
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A few select territories open 
for qualified Systems Engineers. 


held April 17-25 at Ozalid headquarters 
in Johnson City, N. Y. Lewis P. Naylor, 
general sales manager, said the purpose 
was to exchange ideas on the streamlin- 
ing of branch office procedures to better 


| meet expanding business. Subjects such 


as customer relations, stock control, 


| quality control, accounting and auditing 
| procedures, order and billing, employer 


relations, and sales control records were 


| included in the program. 


Royal’s Great Lakes Div. 

1. D. Farr, office typewriter sales man 
ager for Royal Typewriter Co., announced 
appointment of V. A. Hart, formerly 
southern sales manager, to the post of 
divisional manager of the newly-formed 
Great Lakes Division with headquarters 
at 427 W. Randolph St., Chicago 6. Mr. 
Hart started with Royal as manager of 
the Sioux City office in 1935. In 1937 
he was selected to manage the St. Louis 
office and headed this branch until last 
year when he was named southern sales 
manager. 


British Dealers Elect 


Victor H. Wake, a director of Harris, 
Wake & Porter, Ltd., Ilford, Essex, was 
elected president of the Typewriter 
(& Allied) Trades Federation of Great 
Britain & Ireland. Membership of the 
association, which embraces manufac- 
turers, importers and retailers, covers 
85% of the total typewriter trade in 
Britain. Mr. Wake, a member of the 
federation for many years, has been a 
member of the Executive Council and 
was vice president last year. As presi- 
dent he visited The Hague in May, at the 
invitation of the Dutch Typewriter 
Trades Federation (N.O.H.A.K.A.) and 
he hopes to attend at least one meeting 
of each of the federation’s branches in 
Britain. 


Large Hannover Exhibition 


One of the largest business shows of 
office machines, equipment and supplies 
ever held took place in conjunction with 
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ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 


OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Su Supplier 
or write to PALS 
280 Main St., Worcester 8, ll 





Premium prices paid this month 
for: 
(late models only) 


NATIONAL 30612 (118) 
NATIONAL 30412 (118) 

FRIDEN STI0’s 

MONROE MAT’s 

COMPTOMETER M & WWM's 
BURROUGHS CR BL 8 or 10 col. 
VICTOR PORT ELEC, 
BURROUGHS LATE BILLING MCH. 


Dress up your Burroughs Model 7’s with 
VON'S SIDE PANELS & INCREASE 
PROFIT! 


VON SOOSTEN & CO. 
804 Pine St. St. Louis 1, Mo. 
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FEATURES 


MACHINES 


‘a (THE RECALL KEY 
THE AUTOMATIC | 
MULTIPLICATION 


PRECISA DISTRIBUTORS INC PO BUX 1557 SALT LAKE 





The PARALINER is a new device for rul- 
ing forms. it has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance og: es by step, with a slight pres- 
sure of the thumb one forefinger. Fhe oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 
THE PARALINER COMPANY, INC. 


| 226 Colorado Bidg., Washington 5, D. C. 


157 











Interchangeable 


Makes rubber 
stamp and 
marking devices in 
minutes. Revolu- 
tionary type 

saves time and 
money by allowing 
rapid changes. 

It locks tightly 
simply by finger 
pressure. One base 
takes all type 
sizes from smallest 
to largest. 


Send for FREE 
© sample and 
descriptive literature. 
1) ee 


64 Whit Street New York | 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


LRITE BRAND 
RIBBONS AND CARBONS 


e 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


. 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y 





ACTIVE OFFICE MACHINES 
ARE SAFER — with — 
pica 


THE 
OFFICE 
MACHINE 
STAND 
you 
CAN'T 
TIP 
OVER! 
Tusco Stands provide a combination of strength, 
stability, operator comfort and beauty avail- 
able in no other office machine stand. Equipped 
with an adjustable ball foot the TUSCO Stand 


provides solid support for the heaviest, most 
active machines on the most uneven floors. 














TUBULAR SPECIALTY MFG. CO. 
1940 Stanley Ave 
ESTABLISHED 1921 


Detroit 8, Mich 


STENCIL BOOK FILE 


: . 
Bi i 


The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 

Capacity 100 stencils 


TECHNYGRAPH CO., Techny, Ml. 
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the Technical Fair, Hannover, Germany, 
April 27-May 6. Almost wholly a trade 
show, approximately 350 manufacturers 
exhibited their office products in two 
enormous adjoining halls. Products of 
German origin naturally predominated, 
but U. S. manufacturers and those from 
many other European countries also ex- 
hibited. Visitors attended from all over 
the world. The Hannover Fair is an an- 
nual event at which European manufac- 
turers introduce much new equipment. 


Tauber Making Survey 


Rudolf Tauber, chairman of the board 
of Tauber Plastics, Inc., is visiting 
printers and binders in the south and 
southwest to find the extent that me- 
chanical binding is used. The Tauber 
firm makes five different types of plastic 
binding and an inexpensive kit which 
anyone can use for doing plastic binding. 
The kit also allows printers to make up 
samples at very slight cost. 


Sales Help for Dealers 


Sengbusch Co., Milwaukee, announced 
a 50th Anniversary monthly publication. 
This pocket-size booklet is intended for 
stationery and office supply salesmen and 
dealers, and is primarily devoted to a 
series of easy-to-read articles on basic 


Presiden ary (right) 
Mayhew, traffic manager, check 


and Jack 

an $18,000 

shipment of Clary Adding Machines and Cash 

Registers for J. T. McPhillips, Alabama Busi- 
ness Machine Co., Birmingham. 
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Used this way 
it’s LEGAL SIZE 


Used this way 
it’s LETTER SIZE 


Send for this new compact Liberty Record 
Storage Box today. Letter or legal filing made 
easier. The same sturdy, long-lasting construc- 
tion as featured in all Liberty Boxes. 


Keep inactive records safe, clean and acces- 
sible the low-cost LIBERTY way. Over 90,000 
firms are using LIBERTY BOXES. 25 stock sizes 
for every popular form. 


SOLD BY LEADING STATIONERS 
USE THIS HANDY COUPON 


Gentlemen: 

Please send me your SPECIAL OFFER of a 
Dual Purpose Storage Box. I'm enclosing 
$1.00 

Name 

Address 


Firm ... 








, 
BANKERS BOX COMPANY 


Record Retention Specialists Since 1918 
720 S. Dearborn St. © Chicago 5, Ill. 








PROBLEMS 


3 PHON 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types of phones and dic- 
tating machines. 


Write for Literature 


HUSH-A-PHONE 


65 Madison Ave. Room 710 New York 16 


SOLVED ——. 








Slightly Used Dictaphones 
SAVE 


A.E.-Cameos-TimeMasters 


Mercury-K.A. models 
Audographs-Soundscribers 


Wire and Tape Recorders 
Supplies and accessories 


STENTOR'S Established 1926 


437 4th Av., N.Y. City 16—MU 6-5353 











CASH REGISTER 


HEST 
QUALITY 
PRODUCTS 


WRITE FOR LATEST CATALOG 


International Cash Register Parts Co. 


Successers te 
Chicago Cosh Register Parts Ce 
2810 ADDISON STREET CHICAGO 18, ILLINOIS 
. ‘ 


tay 


Newberry Engraving Co. 
801 $0. 20TH ree ® BIRMINGHAM 5, ALABAMA 


Americo’s Largest Ed@rover of Fine Stationery 


selling. Sengbusch feels that dealers are 
appreciative of ideas and reminders to 
make their work easier and more profit- 
able, and under present conditions the ar- 
ticles are especially timely. Free monthly 
copies may be obtained by salesmen and 
dealers from Sengbusch Co., 1252 Seng 


busch Building, Milwaukee 3. 


H. C. Cook Sales Manager 


Appointment of 
Gordon Godfrey as 
sales manager of H. 
C. Cook Co., An 
sonia, Conn., was 
announced by Carl 
W. Tallberg, 
tary-treasurer 


secre 
and 
general 
Mr. Godfrey is re 
sponsible for de 
veloping —_ distribu- 
tion and sales of all products of H. C. 
Cook Co., including paper clips and file 
signals through the stationery outlets, 
and finger and toenail clippers, angler’s 
clips, pipe reamers and metal stampings 
in the chain, drug, sporting goods and 
hardware fields. 


manager. 


Gordon Godfrey 


Exporters Meeting 


The April 16 meeting of American Of 
fice Supply Exporters Assn. heard John 
Eyre, Marine Terminal Division, New 
York Port Authority, who gave an in 
teresting and informative description of 
the management problems of running the 
world’s largest seaport. The number and 
condition of piers, demurrage charges, 
dock congestion, ship-turn-around time 
and other factors all affect the ability of 
office supply exporters to serve customers 
abroad efficiently. 

Another speaker was Sven Govaars 
who outlined the potential office equip- 
ment market for Indonesia where there 
are thorny problems at present in mak- 
ing satisfactory arrangements. It will 
take a while to overcome these, but in 
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oe W nen Greek writes Greek, there’s no mis- 
take from Alpha to Zeta that can’t be swiftly 
smoothed away the best way—the story’s the 
same the world over: Weldon Roberts Erasers 
Correct Mistakes in Any Language. People 
everywhere praise them—buy them. Don’t be 
without these finest erasing results. Buy Wel- 
don Roberts Erasers, in styles to suit your own 
particular erasing needs, at your stationer’s. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St., Newark 7, N. J. 
World’s Foremost Eraser Specialists 


121 ELLIPTIC. Immensely popular gray rubber 
eraser in handy elliptical shape for pencil and ink 
erasures on all types of work, A universal favorite 
among office workers, typists, artists and draftsmen. 


Correct Mist 


akes in Any Language 





TOUS 


DAW AL 
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YALITY 


ieee EXECUTIVE 


desks are made 
for those who ap- 
preciate the ulti- 
mate in fine 
office furniture. 
Write us for 
name of your 
nearest dealer. 


EFFICIENCY 


PROVEN 


BEAUTY 


UNSUR PASSED 


FURRETWRE. ac. 


P.O. Box 1048—Oklahoma City, Okla. 


“Saue “Time wtth 


Kite- Line” 


THE MODERN COPYHOLDER 
RITE-LINE CORP. 1025; 15th Street. n. w: 


RITE-LINE copyruo.iper | 


162 


| Information from: Atlantic Service Agency, 
| Box 415, Flushing, N. Y. 


ACCOUNTING, 

= BILLING, 
OY BOOKKEEPING 
~B= & ANALYSIS 


we 


MACHINES 


| We furnish all special features and rebuild 
| the machines you order to your direct speci- 
| fications. All machines unconditionally guar- 
| anteed. Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13.N_Y. 





| MANY LETTERS REACH US EVERY DAY 


from our business friends, proving that Buromarkt 


| oftice equipment magazine is internationally recog- 


nized. If you are interested in the European market 


|} you can be informed twice a month about all new 
| developments in Office Machinery, Office Devices, 
| Office Furniture, Office Supplies and the compleie 
| range of Commercial Stationery by the news and 
| trade journal 


| BUROMARKT International Journal of Office Equip- 

|} ment reaching 10,000 dealers and managers in all 

| countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


P.O. 
INdependence 3-6815. 


Sample copies from: 


VERLAG PETER BASTEN, 
AACHEN, GERMANY 
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Entrance to the new head- 
quarters of Old Town Pacific 
Distributors at 74 New Mont- 
gomery St., San Francisco. L. 
to r. are A. P. Ames, presi- 
dent; George W. Brown, sales 
manager, and Mrs. M. E. 
Tolles, secretary. This Old Town 
Corp. representative services 
dealers in northern California, 
Oregon, Washington, Idaho 
and Nevada, with Old Town 
duplicators and supplies, car- 
bons and ribbons of every de- 
scription. 





the long run Indonesia should develop rolling record units, have been cited by 
into one of the best customers for Amer- General Electrie Co. for craftsmanship 
ican office equipment. and close tolerance work on electronie 
cabinets. The commendation appears in 

T . a two-page spread in the May 6 issue of 
Watson Cited by GE ‘‘Look Magazine’’ where Donald P. 
Watson Mfg. Co., Jamestown, N. Y., Braley, president of Watson, was pic- 
makers of office equipment and Rol-Dex tured with one of the defense products. 


“Quality above Comparison” 


Smead’s is a ‘A Quality Line’’ 
made by craftsmen 


When you open a Smead package 
you can depend on the Best 





THE SMEAD MANUFACTURING CO., INC. 
HASTINGS, MINNESOTA | Roley.¥. mae) site, 


THe Orrice—June, 1952 








Index to THE OFFICE, Volume 35 
January through — 1952 


Accounting Problems, Mobilization, H. A. Papenfoth . 
Accounting System, An Outdoor Advertising 

Advertising Agency's Office Work, William Hurd Hillyer 

Air Force, Office Management in the, Arnold Kruckman 

Air Force, Office Work in the, William Hurd Hillyer 

Arabia, An American Office in, William Bowman Worthington 
Army, Management in the, Howard G. Schade 

Army, Office Work in the, William Hurd Hillyer 

Atomic Bomb, Office Work Made Possible the, William Hurd Hillyer 
Automatic Office?, How Far Away is the 

Blood Donor Program, How Office Plans a, Arthur R. Pell 
Britain's Offices, Between Crises in, A. Bradley 

Bruning Plant and Offices, New 

Calculator in S & L Office, Printing 

Carter Oil Co., Custom Offices for . 

Chicago Seminar and Exhibit, February 25-28 

Collections Are What Count!, Henry Frost .. 

Colors Logically—As Well as Psychologically, Choosing, Benjamin Melnitsky 
Communication, Office Work Is, Charles Z. Meyer 

Consultant, The Case for the 

Control Mounting Clerical Work, H. C. M. Cobb 

Conveyors in Philadelphia Office, Paperwork .. 

Cycle Billing, Office Equipment Retailer Uses, Richard Neuniaier 


June, 


Defense Mobilization Program, Office Equipment Is Essential to Our, William A. giareined Jan., 


Defense Plants, Office Work in, William Hurd Hillyer .. 
Distaff Staff, The, Sam L. Hooper 


Education Programs, Employee 

Employee Progress Report Plan, Beatrice Miller 

Evaluating Office Jobs, C. M. Chester Ill ... 

Equipment, How Westinghouse Controls and Maintains Office, Wallace D. Bish 
Eyesight, Younger Office Employees Often Neglect Their . ao 
Filing, Airline Likes Remote, John O'Connor 

Filing Cabinets, GSA Restricts New : 

Financial Executives’ Duties Have Changed 

Forms, Improving the Efficiency of Business, Kenneth E. Goodwin 

Form's Legibility, Measuring a, John T. Davidson. . 

Freight Offices, M-P 

Funds Prevents Efficient Planning, Delay i in | Getting, James A. Barr .... 
G-Girl Employment, Better Office Supervision Could Reduce, James A. Barr 
Government Agencies, Office Work in, James A. Barr .... 


Health and Welfare at Mutual Life, Employee, Sidney Chested . 

Hygiene, Office 

Lincoln Electric Co. Plant, The Office is the Hub of ee ine: Walter Rudolph 
Logic of Office Efficiency, The, R. P. Brecht . 

Manpower Shortage, Office Machines Are the Best Answer to, J. William Hope 
Mechanical Pencils Efficient in Offices Where Usage Is Planned 

Microfilm Meets Rising Work Load of Defense Freight Handling 

Minnesota Mining & Mfg. Co. in St. Paul, New Office Building of 

Morale, Measuring Employee .... ie 

Motivation Is Biggest Office Job, E. H. Conarroe .. 

Navy More Effective, Improved Office Work Makes the, Edmund D. Dwyer 
Navy, Office Work in the, William Hurd Hillyer .... 
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NOFA Convention, Over 1700 at : June, 8! 
NOFA to Meet in Atlantic City SER cape Apr., 62 
NOMA Conference and Equipment Exposition, 3 33rd Annual ....... May, 22 
OMAC Holds Its Biggest Seminar ............... an? Apr., 74 
“Operation Office’, William Hurd Hillyer Be Jan., 67 


Payroll Machine, How to Increase the Posting wT a a, om A. Sanderson May, 105 
Personnel Efficiency, Federal Government's Method of Rating, James A. Barr May, 94 
Photocopies Make Complex Work Tickets Easier for ee Hats, Richard Neumaier ..Apr., 53 
Plan Ahead, In War or Peace —, A. L. Mettler ..... Jan., 136 
Procedures, A Plan for Better Written, M. F.T. Allsman ..... Feb., 6 
Punched Card System, Washington Independent Grocers’, Beatrice Miller Mar., 6 
Purchasing, Office Is Essential to, C. F. Ogden ; Jan., 147 


Records Storage Center, Planning a, Emmett J. Leahy & Robert E. Weil. . June, 64 
Red Tape, All Paperwork Isn't, Murrey L. Royar June, 92 
Republic Aviation Corp., Office Work Paces Production at, deuand Feldman . Mar., 57 
Reservations, Mechanized RR 4. Feb., 88 


School for Business Teachers, New Apr., 64 
Secretaries, Psalm for, Rev. Matthias B. Mertia re ; Mar., 83 
SHAPE Begins Its Office Work, Sidney Feldman ........ May, 7 
Signatures for Checks .. Feb., 84 
Social Security for the Self-Employed Mar., 102 
Supervisor—Martyr or Tyrant?, The, Arthur R. ees Apr., 60 
Supervisors, Too, Induction for, Bernard Mintz re Feb., 47 
Tinnerman Building Wins Cleveland Award .. Feb., 59 
Tools, Management Needs More Good Office, Robert S. Oe/man Jan., 13 
Top Management, Importance of Office to, Leon J. Dunn .... Jan., 123 


Workers?, What's Wrong with Our Office, Horace G. Crocketf ................ Feb., 48 


Index to New Products in THE OFFICE, Volume 35, January through June, 1952. 


ACCOUNTING MACHINES BINDING POSTS 
Burroughs Adding Machine Co. Mar., 121-122 W. R. Kline Co, .... May, 142 
International Business Machines Corp.....June, 122 

CMP RECORDS 


ADDING MACHINES Diebold, Inc. ... Feb., 


Remington Rand Inc. .. Mar., 146 
Swift Business Machines Corp. . -esessese-Jdune, 123 CALCULATORS 


Underwood Corp. A “ ; June, 104 Dash Busi Machi 
Victor Adding Machine Co. ... Mar., 119 Felt ry lerent Mien Co. - 


ADDRESSING MACHINES CARBON PAPER 


Addresservice, Inc. June, 116 = Allen & Co. 

Elliott Addressing Machine Co June, 107 American Carbon Paper Mfg. Co. 
Master Addresser Co. ....Mar., 149 Codo Mfa. Corp. ... 

Weber Addressing Machine Co. Feb., 124 Kee-Lox Mfg. Co. 


Mitt. & Vol | '* 
ADDRESS-PLATE REMOVER Remington Rand’ Inc. 


Dashew Business Machines, Inc. , 19 
CHAIRS 


ADHESIVE TAPES B. L. Marble Chair Co. 
Minnesota Mining & Mfg. Co. . IS Taylor Chair Co. .... 
Minnesota Mining & Mfg. Co. 4 Worden Co. 


TapeMark Co. 
CHART-MAKING SUPPLIES 
APTITUDE TESTS Chart-Pak, Inc. 


Martin Publishing Co. CHECK CERTIFIERS 
BINDER LABELS Ajax Time Stamp Co. 
Office Products, Inc. .... : : Security Certifier Co. 
BINDERS CHECKSIGNERS 


Better Business Forms Co. ................ : Hedman Co. 


Diebold, Inc. 7 : 
Star Loose Leaf Co. Le ae ‘ CHECKWRITERS 


Wilson Jones Co. ...... i ’ Safeguard Corp. 
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CLEANERS 
Wiemer's, Inc. 


COIN HANDLING 
Hendorize, Inc. 
Klopp Engineering, Inc. 


COLLATING EQUIPMENT 


Associated Industrial Designers 
Evans Specialty Co. 


COLOR PLANNING 
Yawman & Erbe Mfg. Co 


COMPOSING MACHINES 
Filmotype Corp 


COPYHOLDERS 


Copy Right Mfg. Co...Jan., 
Rite-Line Corp. 


DESK PADS 
George E. Fox & Co 


DESKS 

Executive Furniture, Inc 
Hoosier Desk Co. 

John E. Walton 
Worden Co 


DICTATING MACHINES 
American Dictating Machine Co 
Gray Mfg. Co 

Magnetic Recording Industries 
Permoflux Corp 


DUPLICATING KIT 
Heyer Corp 


DUPLICATING SUPPLIES 
American Stencil Mfg. Co. 
A. B. Dick Co 

Duplicator Corp. 

Milo Harding Co. 

Hart Mfg. Co. 

Heyer Corp 

Robert Howard Co 

Litho Engineering & Research 
Minnesota Mining & Mfg. Co 
Print-O-Matic Co. . Mar., 138; 
Remington Rand, Inc. 

Rex-Rotary Distributing Corp. 


DUPLICATORS, SPIRIT 

Ditto, Inc. 

Hectographia Corp 

Wolber Duplicator & Supply Co Feb., | 


DUPLICATORS, STENCIL 

Hart Mfg. Co. Feb., 
Marr Duplicator Co. Mar., 
Print-O-Matic Co. Feb., 
Print-O-Matic Co Apr., 
Roto-Werke AG June, 


ELECTRONIC COMPUTERS 
Computer Research Corp Feb.., 


164; Mar.., 


May, 


May, 135; 


ENVELOPES 
Sheppard Envelope Co Jan., 


FILES 


Amberg File & Index Co. Feb., 123 
Diebold, Inc. . w : Mar., 149 
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Dray Mfg. Co. 
Mayfair Co. 
Remington Rand, In 

Watson Mfg. Co. 


Rol-Liex Div. 
Scott-Rice Co. 
Simpla Research 3 Mfg. Co. 
Stee| Parts Mf orp. 
Victor Safe & Eauipment Co. 
Vue-Fax Corp. 3 
Wassell Organization, inc. 
Whirl Binder Co. 


FILING SUPPLIES 
Aigner Index Co. 


FLOOR MATS 
Southern Friction Materials Co. 


FORMS 


Battye-Franklin Corp. 

Federal Business Products, Inc. 
Arthur J. Gavrin Press, Inc......... ‘ 
Melton Publishing Co. ; 
Penny Label Co. 

Peterson Lithograph & Printing Ce. 
Precise Carbon Forms 

Ross-Martin Co. 

Tallman Robbins & Co. .. 

Whitfield Press, Inc. 


FORMS WRITING MACHINES 
Tel Autograph Corp. .... 
Underwood Corp. 
FURNITURE 

Emeco Corp. 

Executive Furniture, Inc. 
Hekman Industries, Inc. 

Knoll Associates, Inc. 
Shaw-Walker 

Vanguard peennntng 3 & wed Se. 
Worden Co. 

HEADSET 


Electro-Acoustic Div., Telex, Inc. 


IDENTIFICATION SYSTEM 
Authorite Co. 


INSECTICIDE 
Columbia Chemical Co. 


INKED RIBBONS 

American Carbon Paper Mfg. Co... 
Pres-To-Line Corp, of America .... 
INTER-COMS 


Automatic Electric Sales Corp. 
Select-O-Phone Div. 
Vocaline Co. of America 


LADDERS 
1. D. Cotterman 


LAYOUT 


Imperial Desk Co. 


LIGHTING 
Sylvania Electric Products 
F. W. Wakefield Brass Co. 


LOOSE LEAF EQUIPMENT 
Star Loose Leaf Co. 124 
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MAILING EQUIPMENT 


Commercial Controls Corp. . 
Hanson Scale Co. 
Pitney-Bowes, Inc. 


MARKING MACHINES 
Ajax Time Stamp Co. 


MICROFILM a 
Diebold, Inc. 


NOISE METER 
Hermon Hosmer Scott, Inc. 


NOISE REDUCER 
Acoustor Co. 


NUMBERING MACHINES 


Wm. A. Force & Co. Feb., 106; Mar., 144; 


PAPER 

L. L. Brown Paper Co. 
Hammermill Paper Co. 
Parsons Paper Co. ... 
Rising Paper Co. . 


PAPER SHREDDERS 
Western Reserve Laboratories 


PARTITIONS 
Mills Co. 


PAYROLL CALCULATOR 
Ayers Mfg. Co. . 


PENCILS 
Helping Hand Industries 


PHOTOCOPY MACHINES 
American Photocopy Equipment “. 


Charles Bruning Co...Mar., 119; Apr. 127; 


Develop K. G. Dr. Eisbein & Co. 
Remington Rand, Inc. ‘ 


POSTING BOARDS 
Accounting Forms, Inc. 
Charles R. Hadley Co. 
Mercury Printing Co. 
Todd Co. rppawe aces 
POSTURE CHAIRS 
Hamilton Mfg. Corp. 
King Posture Chair Co. 
PRODUCTION CONTROL 
Remington Rand, Inc. 


PUSHCARTS 
Continental Fixtures Co. 


RUBBER STAMPS 

Bankers & Merchants, Inc. 
Wm. A. Force & Co 

SAFES 

Diebold, Inc. . 

Mosler Safe Co. ............ 
SHELVING 

Neubauer Mfg. Co. ... 


STANDS 
Maso Steel Products 
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Jan., 


June, 
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May, 


Apr., 


; May, 
: June, 
; May, 
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Apr., 


143 
114 
129 


162 


114 


156 


167 


156 


107 
136 
104 
127 


121 


Tubular Specialty a 
Vanpe, Inc. ... 
STAPLE REMOVER 
Bates Mfg. Co. 


STAPLERS, ELECTRIC 
Staplex Co. 


STAPLERS, MANUAL 
Arrow Fastener Co. 


STATIONERY 
Lafayette Co. .. 


STATIONERY SUPPLIES 


Dennison Mfg. Co. . 
Markwell Mfg. Co. 
Bert M. Morris Co. 


STOOLS 
Maso Steel Products 
Milwaukee Metal Furniture Co. 


TABULATING EQUIPMENT 

Duro Consolidated, Inc. , 
Monarch Metal Products, Inc. . Jan., 169; 
Remington Rand, Inc. a 
TELEPHONE BRACKET 

Glidex Corp. 


TYPE CLEANER 
Pi aN Nd dos dyn esbsle hea eves ee 


TYPEWRITER PARTS 

Rocky's Electric Technical Bulletin 
Shipman-Ward Mfg. Co. 
TYPEWRITERS, AUTOMATIC 
American Automatic Typewriter Co. 


TYPEWRITERS, ELECTRIC 
International Business Machines Corp. 


TYPEWRITERS, PORTABLE 


Inter-Continental Trading Corp. 
L. C. Smith & Corona Typewriters, Inc. 


VISIBLE RECORDS 


Boorum & Pease Co. 
Wassell Organization, Inc. . 
Wilson Jones Co. ... 


WRITING INK 


Flo-Ball Pen Corp. : , 
Sanford Ink Co. ; SO ere OS 





HERE’S A SYSTEM THAT WORKS 


Send $3 to Office Publications Co., 270 
Madison Ave., New York 16, for a pair 
of binders (not sold singly). Each binder 
holds six issues of THE OFFICE and the 
last one in each binder (June and Decem- 
ber) contains a complete index of all issues 
in that binder. When you seek an article, 
look up the subject word in the index, or 
the item itself if in New Products. Easy? 
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eADVERTUSERS » 





Acco Products Inc. 

Accounting Machine Export Corp. 
Acme Adding Machine Service & Sales Corp. 
Addo Machine Co. . 
Address-O-Rite Stencil & Machine Co. 
Adjusto-Swing Office Machine Stands Co 
Advertising Council 

Ajax Time Stamp Co 

Allen Business Machines, Inc., R. C. 
Alliance Rubber Co. 

Amberg File & Index Co 

American Carbon Paper Corp 

American Stencil Mfg. Co 

American Writing Paper Corp 

Ames Supply Co. 

Art Steel Sales Corp. 

Atlas Stencil Files Corp 

Autocopy, Inc. ... 

Autographic Register Co. 


Bankers Box Co. .. 

Barrett Adding Machine Division 
Basten, Peter 

Battye-Franklin Corp 

Burroughs Adding Machine Co. 


Calculator Equipment Corp. 
Carlton-Surrey, Inc 

Carter's Ink Co. 

Chart-Pak, Inc. 

Clar-O-Type Co. 

Codo Mfg. Co. 

Cole Stee| Equipment Co. 
Columbia Chemical Co 
Columbia Ribbon & Carbon Mfg. Co. 
Computer Research Corp. 
Convoy, Inc. . 

Cotterman, |. D. 

Cramer Posture Chair Co. 
Cushman & Denison Mfg. Co 


Davidson Corp. 

Dehn, Jr, |. A 
Dewberry Engraving Co 
Dick Co., A. B. 
Dictaphone Corp. 
Diebold, Inc. : 

Ditto, Inc. .... 
Duplicator Corp 


Eastern Corp. 

Ennis Tag & Salesbook Co 
Eraser Co. 

Esleeck Mfg. Co. 

Evans Speciality Co. 
Executive Furniture, Inc 
E-Z Sort Systems, Ltd. 


Fabbrica Addizionatrice Italiana 
Faber-Castell Pencil Co.. A. W. 
Faber Pencil Co., Eberhard 
Facit, Inc. sin 

Federal Business Products, Inc. 
Federal Cash Register Co 
Force & Co... Wm. A 


Gibian, Richard 
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Gilbert Paper Co. 
Glidex Corp. 
Gray Mfg. Co. 


Hamann Calculating Machine Co. 
Hammermil| Paper Co 

Hano Co., Philip 

Hectographia Corp. 
Hush-A-Phone Corp. 


Imperial Desk Co. 

Ink Specialties Co. 
Inter-Continental Trading Corp. 
International Cash Register Parts Co. 
Invincible Metal Furniture Co. 


Karl Mfg. Co. 

Kee Lox Mfg. Co 

Kellogg Switchboard & Supply Co. 
Kline bo. WwW. R. . ; 


Lanston Monotype Machine Co. 
Litho Engineering & Research 


Manifold Supplies Co 

Marchant Calculating Machine Co. 
Midway Co. .... 

Minnesota Mining & Mfg. Co. 
Mittag & Volger, Inc. 

Modern Business Forms Mfg. Co. 
Morris Co., Bert M. 


National Business Show 
National Cash Register Co. 
Neenah Paper Co. ° 
New England Paper Punch Co. 
Norta Distributing Co. 


Odhner Sales Inc. ’ 

Office Executives Assn. of New York 
Office Publications Co. 54 
Office Products, Inc. 

Old Town Corp. 

Olivetti Corp. of America 

Outlook Envelope Co. 


Palson Mfg. Co. 
Paraliner Co. 

Peerless Imperial Co. 
Phillips Process Co. 
Pitney-Bowes, Inc. 
Precisa Distributors Inc. 
Print-O-Matic Corp. 
Pronto File Corp. . 
Punched Card, The 


—_ Office Equipment Corp. 
ueen Ribbon & Carbon Co. 


Rapid Roller Co. 

Regal Typewriter Co. ; ethan 
Remington Rand, Inc. (Business Machines & 
Supplies Div.) ... ee 

Remington Rand, Inc. (Dealer Sales Div.) 
Remington Rand, Inc. (Management Controls 


Div.) 52 
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Replica Products Corp. 
Rex-Rotary Distributing Corp. 
Rising Paper Co. . 

Rite-Line Corp. 

Roberts Numbering Machine Co. 
Roberts Rubber Co., Weldon 
Robotyper Corp. 
Rockwell-Barnes Co. 
Roto-Werke AG 

Royal Typewriter Co. . 


Safeguard Corp. 
Schwab Safe Co 
Schweitzer, Inc., 
Scott-Rice Co. ; 
Select-O-Phone Division 

Sengbusch Self-Closing Inkstand Co. 
Shaw-Walker 

Sheppard Co., E 

Sheppard Envelope Co. 
Shipman-Ward Mfg. Co. 

Smead Mfg. Co. 

Smith Co., Charles C. . . 
Smith & Corona Typewriters Inc., L. 
SoundScriber Corp. 

Southern Friction Materials Co. 
Speed-O-Print Corp. 

Standard Register Co. 

Star Loose Leaf Co. 

Stentor's 


Peter J 


C. Cover 


108 
120 
163 
142 
i 
4 
85 
34 
i 


Stornis Co., H. M. 
Strohmeyer & Arpe Co. 
Sturgis Posture Chair Co 


Technygraph Co. 

Thomas Mechanica! Collator Sin: 
Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. 


Varco, Inc. 
Underwood Corp. 


Vanguard Engineering & Mfg. Co. 
Van Leight, Gene 

Victor Adding Machine Co. 

Victor Safe & Equipment Co. 

Von Soosten & Co 

Vue-Fax Corp. 

Wassell Organization 

ae ee a ee eee 
Weber Bros., Metal Works 
Westcn Co., 

Wheeler Insulated Wire 
SF 


Co. 
Wilmer, Inc., 
Worden Co. 


Yawman & Erbe Mfg. Co. ..... 





OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
—— 

ability 





Adjustable to the 
natural position of 
any pair of hands 
KARLO STANDS 
are designed to 
ove better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 





32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 
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REBUILT 


for export 
& domestic trade 


All our select rough machines are 
guaranteed to be complete. See us 
for low prices & fast reliable service. 


‘the house _ onl 


























— ower 


or NY 


OL We 
Seem” 


You Can Do It 


KNOW you ean do it because 

I have done it’’. In mak- 
that statement at the 
end of his prize winning 
which is published in this 
issue, Kenneth E. Goodwin displays 
a decent humility and confidence in 
his fellowmen. Although this 
thought may not be literally ex- 
pressed in all papers read to meet- 
ings of office executives or published 
in office management magazines, the 
authors in instances have the 
thought in mind when they 
present their ideas and their experi- 
ences to others. They believe if they 
did it, you ean too. 

It is evident that most offiee man- 
agers have the ability to recognize a 
good idea and adapt it to their own 
work. There are some, however, who 
seem to avoid new ideas, either be- 


a 


paper 


most 


same 


cause they fail to see how the idea 
ean help them or beeause they be- 
lieve it too difficult to adopt. Seldom, 
if ever, can we expect to have a bet- 
ter method served up to us gratis 
‘fon a silver platter.’’ When we hear 
or read of a better method being 
used in another office, we cannot 
hope that the author’s presentation 
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is all that is needed to install the 
system in our office. He didn’t get 
his improved system that easy and 
neither will we. Instead, be thank- 
ful for the idea gained and be pre- 
pared to put much thought and 
work into adopting it. But don’t 
pass up ideas because they seem dif- 
ficult to introduce. 

If there is the least bit of promise 
that our office work can be improved 
by using an idea expressed by an- 
other office executive, do something 
about it. Get the reactions and ideas 
of your own staff on the subject. If 
questions arise, ask the author. The 
people who write and talk about 
their work are anxious to help others 
in their field. In faet, these authors 
know that the more problems they 
try to solve, the more they learn 
about their own jobs. 

If you have done what you con- 
sider a good job in organizing or im- 
proving your office methods, why not 
tell others about it? The program 
committees of office management as- 
sociations are always looking for 
speakers with good subjects. THE 
OrricE pays for articles deseribing 
better office management, methods 
and systems. This continuing study 
and exchange of ideas and informa- 
tion is necessary for the progress of 
any branch of knowledge. Office 
managers owe it to themselves and 
their associates to make use of the 
best thinking that is available to 
them. This ineludes not only the 
ideas of speakers, writers and ex- 
perts in the field but also the sug- 
gestions of all staff workers. If 
others ean do it, you ean too! 
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ONE RUBBER BAND: 5.629 


It would take an 8-foot rubberband to go around 
forms required to Produce one common rubberband. 
Say industry spends 37 per cent of its time in Paperw 
paperwork is so taken- or-granted that businessmen 
unt in the factory for economies and speed-y S, Ove 
vast Opportunities in the Sreat undercurrent o Pape 


DITTO CONTROLS PAPER WORK! 


Paperwork can be a brake on action; it can be a quicksand 
for profits; or wi iting Systems, it 5 
can be P i hing effect. Ditto é 


rect, control, coordinate and expedice. 
They make plant and payroll do more and earn more, + 


AMERICAN INDUSTRY DEPENDS ON 


: ! : D ITTO. 
ASS ONE-WRITING SYSTEMS ! 


In these days of defense pressure and 
Paperwork, large com i a 
declare that their 


Ask for specific data showing how the 
DITTO Payroll, Production, Order- 
illi Purchasing and oth 
ne your paperwork and bring 
benefits all down the' line. No obligation. 


DITTO, Incorporated ye PaO 
West 


ne T. M. Reg. U. 8. Pat. Off, 
2253 Harrison Street, Chicago 12, Minois 





A Calculator that prints 


--.and a@ general-purpose 
adding-figuring machine 





... then you'll want this 2-in-1 machine 


The Underwood Sundstrand Automatic 
Printing Calculator makes a record of 
what it does 

...and what it does is PLENTY! 
...Adds...subtracts...multiplies...divides 
«--gives automatic credit balances. 

Both large and small offices find it indis- 
pensable as a general-purpose, multi- 
purpose machine. 

The Underwood Sundstrand Auto- 
matic Printing Calculator makes an 
operator more versatile . .. saves time 
and money. It enables her to change 
quickly from payrolls to inventories .. . 
from computing interest to figuring sta- 
tistical calculations ... without chang- 
ing machines. 


Underwood Corporation 


Adding Machines... Accounting Machines 
Typewriters ... Carbon Paper... Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 


Sales and Service Everywhere ©1952 


And how simple it is to operate! It 
performs all of its various functions with 
only 10 numeral keys, all grouped under 
the finger tips of one hand. And no 
specially trained operator is required. 

Thanks to the famous Underwood 
Sundstrand Keyboard work is speeded, 
fatigue reduced, errors cut to a very 
minimum. 

Yes, look at records... the printed 
records of the Underwood Sundstrand 
Automatic Printing Calculator! Consider 
all that it does... for so little money. 
And you’ll ask for a demonstration of this 
2-in-1 machine today. 


re Seneeeaece Se eee eee ee eee eeeceeeeeeee: 
UNDERWOOD CORPORATION o— 
One Park Avenue, New York 16, N. Y. aes 


Please send me your folder on the new 
Underwood Sundstrand Automatic Printing 
Calculator. 


Name 





Company 
Street. 
City 














